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GSA/OAD  1 

System  name:  Standards  of  Conduct  Files  GSA/OAD 

System  location:  The  system  is  located  in  the  personnel  offices  of 
GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice,  GSA/OAD  22,  the  Central  Office,  Of-, 
fice  of  Per-  sonnel  at  18th  &  F  Sts.,  Washington,  DC  2040S, 
and  the  offices  of  supervisors  and  management  officials  who  have 
a  need  for  information  relating  to  an  employee’s  outside  employ¬ 
ment. 

Categories  of  Individuals  covered  by  the  system:  All  employees 
who  have  requested  permission  to  engage  in  outside  employment, 
received  a  copy  of  the  standards  of  conduct,  or  have  bera  the  ob¬ 
ject  of  debt  complaints. 

Categories  of  records  in  the  system: 

1.  Application  to  engage  in  outside  employment,  business  or 
professional  activities  (GSA  Form  1974). 

2.  Standards  of  Conduct. 

3.  Acknowledgement  of  receipt  of  GSA  Standards  of  Conduct 
(GSA  Form  2160). 

4.  Debt  complaint  files. 

'fhese  records  are  maintained  for  the  purpose  of  identifying  em¬ 
ployees  who  have  received  a  copy  of  the  standards  of  conduct,  per¬ 
mission  to  engage  in  outside  employment,  or  who  have  been  the 
subject  of  debt  complaints. 

Authority  for  maintenance  of  the  system:  The  records  within  this 
system  are  authorized  by  Executive  Order  11222. 

Routine  nses  of  records  maintained  in  the  system,  inclnding  cate^ 
rics  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  S  U.  S.  C.  SS2a  (a)(7)  and  provided  for 
in  S  U.S.C.  SS2a  (bK3),  are  described  in  the  appendix  fpUowing  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  cabinets. 

RetrievabilHy:  Filed  alphabeticaUy  at  each  location  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  manager(s)  and  addrem:  The  Director  of  Personmel  at  18th 
A  F  Sts.,  NW,  Washington,  DC  2040S. 

Notificatioa  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  employees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  appendix. 

Record  access  procedures:  Requests  from  current  employees  to 
gain  access  to  information  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  personnel  officer  at  the  appropriate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22.'or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable.  Former  employees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  appropriate  personnel  officer  at  the  address  listed  in  the  appen¬ 
dix.  For  Mentification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  IOS-64. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  publish^  in  the  Federal  Re- 
gister. 

Record  source  categories:  Employees  requesting  permission  to  en- 
gage  in  outside  employment;  firms  and/or  collection  agencies  filing 
debt  complaints;  supervisors  and  management  officials. 

GSA/OAD  2 

System  name:  Employee  Appraisal  Files.  GSA/OAD 


System  location:  The  system  is  located  in  the  personnel  offices  of 
GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  foUowing  the  notice,  GSA/OAD  22,  and  the  Central  Office, 
Office  of  Personnel  at  18th  A  F  Sts.,  NW.,  Washington,  E>C  20405. 

Categories  of  individuals  covered  by  the  system:  All  GSA  em¬ 
ployees.  ^  ^ 

Categories  at  records  in  the  system: 

1.  Performance  ratings  (including  GSA  Form  2892,  Employee 
Performance  Rating  and  Assessment  Relevant  to  Promotion  Poten¬ 
tial. 

2.  Records  of  performance  discussions. 

3.  Records  of  performance. 

4.  Documentation  for  ratings. 

5.  Recommendations  for  performance  awards. 

The  above  records  are  maintained  for  the  purpose  of  carrying 
out  employee  appraisal  responsibilities. 

Authority  for  maintenance  of  the  system:  5U.S.C.  4301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Performance  ratings  may 
be  made  available  to  prospective  employers  within  or  outside  the 
agency  in  connection  with  a  job  application.  Other  routine  uses  are 
as  described  in  the  Appendix  following  the  GSA  notices. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  drawers  or  cabinets. 

RetrievabilHy:  Filed  alphabetically  at  each  location  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB.  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manageifs)  and  addrem:  Director  of  Personnel  at  18th  A  F 
Sta..  NW.  Washington.  DC  20405 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  employees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  Appendix. 

Record  aceem  procedures:  Requests  from  current  employees  to 
gain  access  to  information  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  personnel  officer  at  the  appropriate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable.  Former  employees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  appropriate  persoiuiel  officer  at  the  address  listed  in  the  Appen¬ 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Employee  supervisors. 

GSA/OAD  3 

System  name:  Fund  Raising  Campaigns  Files  GSA/OAD 

System  location:  The  system  is  located  in  the  personnel  offices  of 
GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice  GSA/OAD  22,  and  all  campaign  offi¬ 
cials’  offices  in  all  Regional  and  Central  Office  Services  and  Staff 
Offices.  _ 

Categories  of  individuals  covered  by  the  system:  GSA  employees 
who  have  made  voluntary  contnbutions  to  the  Combined  Federal 
Campaign  and  other  fund  raising  campaigns. 

Categories  of  records  in  the  system: 

I .  Combined  Federal  Campaign  reports. 
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2.  United  Givers  Fund  reports. 

3.  Other  one-time  campaign  records. 

These  records  are  maintained  in  order  to  record  those  employees 
who  have  contributed  to  campaigns  and  to  prepare  necessary  cam¬ 
paign  statistics. 

Authority  for  maintenance  of  the  system:  Executive  Order  10927. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  SS2a(a)  (7)  and  provided  for 
in  5  U.S.C.  SS2a(bK3),  are  described  in  the  Appendix  following  the 
GSA  notices. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  cabinets. 

Retrievability:  Filed  alphabetically  at  each  location  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  Director  of  Personnel  at  18th 
and  F  Streets.  NW.  Washington.  DC  20405. 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22.  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applic-  able.  Former  employees 
may  obtain  information  from  the  personnel  officers  at  the  ad¬ 
dresses  listed  in  the  appendix. 

Record  access  procedures:  Requests  from  current  employees  to 
gain  access  to  information  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  personnel  officer  at  the  appropriate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22.  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable.  Former  employees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  appropriate  personnel  officer  at  the  address  listed  in  the  appen¬ 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Campaign  officials  preparing  fund  rais¬ 
ing  campaign  records  and  statistics,  based  on  voluntary  contribu¬ 
tions  and  pledges  of  employees. 

GSA/OAD  4 

System  name:  Employee  Drug  Abuse  (including  alcoholism)  Files 
GSA/OAD 

System  location:  The  system  is  located  in  the  personnel  offices  of 
GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice  GSA/OAD  22,  the  Central  Office.  Of¬ 
fice  of  Personnel  at  18th  &  F  Sts..  NW,  Washington,  DC  20405.  in 
the  offices  of  designated  counselors,  and  in  the  offices  of  super¬ 
visors  who  have  had  employees  suspected  or  known  to  have  drug 
abuse  problems  (including  alcoholism). 

Categories  of  Indivldnals  covered  by  the  system:  GSA  employees 
who  have  been  suspected  or  known  to  have  drug  abuse  problems. 

'Categories  of  records  in  the  system: 

1 .  Records  of  referrals  for  counseling 

2.  Records  of  counseling 

3.  Records  of  referrals  for  rehabilitative  assistance 

The  above  records  are  maintained  for  the  purpose  of: 

(1)  documenting  that  supervisors  have  properly  dealt  with  em^ 
ployees  whose  wo^  is  affected  by  drug  abuse 

(2)  aiding  counselors  in  their  efforts  to  assist  employees 
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(3)  providing  a  basis  for  meeting  report  requirements  to  the  Civil 
Service  Comnussion 

Authority  for  maintenance  of  the  system: 

1.  PL  92-555 

2.  5  use  7901 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  uaers  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (aK7)  and  provided  for 
in  5  U.S.C.  552a  (bK3),  are  described  in  the  appendix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  drawers  or  cabinets. 

Retrievability:  Filed  alphabetically  at  each  location  by  name. 

Safeguards:  When  not  in  use  by  aa  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820  2) 

System  manager(s)  and  addrem:  The  Director  of  Personnel  at  18th 
&  F  Sts..  NW,  Washington,  DC  20405. 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  employees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  Appendix. 

Record  access  procedures:  Requests  from  current  employees  to 
gain  access  to  information  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  personnel  officer  at  the  appropriate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  GSA/OAD  notices,  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable.  Former  employees  should 
direct  re-  quests  to  gain  access  to  information  pertaining  to  them  to 
the  appropriate  personnel  officer  at  the  address  listed  in  the  Appen¬ 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
outlined  in  41  CFR  105-64 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  publish^  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Supervisors,  counselors,  personnel  spe¬ 
cialists,  and  the  employees  themselves. 

GSA/OAD  5 

System  name:  Incentive  Awards  Files  GSA/OAD 

System  location:  The  system  is  located  in  the  personnel  offices  of 
GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice  GSA/OAD  22.  the  Central  Office,  Of¬ 
fice  of  Personnel,  1 8th  &  F  Sts.,  NW,  Washington,  DC  20405,  and 
the  offices  of  all  supervisors  initiating,  reviewing,  and  recom¬ 
mending  incentive  awanls 

Categories  of  indivldnals  covered  by  the  system:  Employees  who 
have  received  recognition  for  suggestions,  job  performance,  and 
other  significant  accomplishments. 

Categories  of  records  in  the  system: 

1.  Suggestion  Award  Certificate  (GSA  Form  1514) 

2.  Letters  of  commendation,  citation,  and  awards. 

These  records  and  related  supporting  material  are  maintained  for 
the  purpose  of  identifying  and  recording  those  employees  who  have 
received  recognition  for  suggestions  and  job  performance. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  Chapter  45. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  522a  (aX7)  and  provided  for 
in  5  U.S.C.  552a  (bK3),  are  described  in  the  appendix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 
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Storage:  Paper  records  in  file  cabinets. 

Rctrievability:  Filed  alphabetically  at  each  location  by  name. 

Safegaards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  Director  of  Personnel,  18th 
&  F  Sts.,  NW,  Washington,  DC  2040S. 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  thiis  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  employees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  Appendix. 

Record  access  procedures:  Requests  from  current  employees  to 
gain  access  to  information  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  personnel  officer  at  the  appropriate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22,  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable.  Former  employees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  appropriate  personnel  officer  at  the  address  listed  in  the  Appen¬ 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  105-64. 

Coatesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Supervisors,  management  officials,  offi¬ 
cials  with  other  agencies,  and  members  of  the  public. 

GSA/OAD  6 

System  name:  Occupational  Health  and  Injury  Files  GSA/OAD 

System  location:  The  system  is  located  in  the  personnel  offices  of 
GSA  at  the  locations  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice  GSA/OAD  22,  the  Central  Office,  Of¬ 
fice  of  Personnel  at  18th  &  F  Sts.  NW,  Washington,  DC  20405,  and 
the  offices  of  all  supervisors  who  have  had  employees  injured  on 
the  job  or  other  occupational  health  problems  with  employees  su¬ 
pervised. 

Categories  of  individnals  covered  by  the  system:  GSA  employees 
who  have  sustained  injuries  or  other  occupational  health  problems. 

Categories  of  records  In  the  system: 

1.  Accident  reports  (including  CA-1  A  2:  Federal  Employees 
Notice  of  Injury  or  Occupational  Disease) 

2.  Claims  for  compensation  for  injury  or  occupational  disease 
(CA  4) 

3.  Claims  for  continuance  of  compensation  on  account  of  disa¬ 
bility  (CA  8) 

4.  Lists  of  employees  receiving  medical  services 

5.  Health  records 

The  above  records  are  maintained  for  the  purpose  of  identifying 
and  recording  those  employees  who  have  sustain^  injuries  or  other 
occupational  health  problems. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  Chap.  81,  and  5 
U.S.C.  7153  and  5  U.S.C.  7901. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Certain  records  may  at 
times  be  released  to  the  Department  of  Labor  for  their  records. 
Other  routine  uses  are  as  described  in  the  Appendix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  cabinets. 

Retrievabilhy:  Filed  alphabetically  at  each  location  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 


Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  nuuiager(s)  and  address:  The  Director  of  Personnel,  18th 
A  F  Sts.  NW,  Washington,  DC  20405. 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  employees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  Appendix. 

Record  accen  procedures:  Requests  from  current  employees  to 
gain  access  to  inrermation  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  personnel  officer  at  the  appropriate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22,  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable.  Former  employees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  appropriate  personnel  officer  at  the  address  listed  in  the  Appen¬ 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  105-64. 

Contcsdiig  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  information  in  this  system  of 
records  is  provided  by  the  individuals  to  whom  the  records  pertain, 
or  by  the  personnel  specialists  who  prepare  various  records  or 
claims. 

GSA/OAD  7 

System  name:  Labor-Management  Relations  Files  GSA/OAD 

System  location:  The  system  is  located  in  the  personnel  offices  of 
GSA  at  the  locations  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice  GSA/OAD  22,  the  Central  Office,  Of¬ 
fice  of  Personnel  at  I8th  A  F  Sts.,  NW,  Washington  DC  20405,  and 
various  service  and  staff  offices  throughout  GSA. 

Categories  of  individuals  covered  by  the  system:  GSA  employees 
who  are  union  officials  or  are  in  an  exclusively  recogniz^  unit. 
Also  GSA  employees  who  have  filed  grievances  under  the 
negotiated  grievance  procedure. 

Categories  of  records  in  the  system: 

1.  Union  dues  withholding  request  or  revocation. 

2.  List  of  employees  who  are  elected  or  appointed  union  officers 
or  officials. 

3.  Arbitration  awards  based  on  employee  or  union  grievance. 

4.  Recognition  petitions  submitted  to  the  Assistant  Secretary  of 
Labor  for  Labor-Management  Relations. 

The  above  records  are  maintained  in  order  to  identify  and  record 
those  employees  who  are  included  in  exclusively  recognized  units, 
under  dues  withholding,  elected  or  appointed  as  union  officers,  and 
whose  grievances  have  been  resolved  by  arbitration  awards. 

Authority  for  mainterunce  of  the  system:  Executive  Order  11491, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a(aX7)  and  provided  for  in 
5  U.S.C.  552a(bK3),  are  described  in  the  Appendix  following  the 
GSA  notices.  ^ 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  and  machine  listings  in  file  cabinets. 

Retrievahility:  Filed  alphabetically  at  locations  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retenthm  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB.  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  Director  of  Personnel  at  1 8th 
A  F  Sts..  NW.  Washington.  DC  20405 
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Notification  procedure:  Current  employees  may  obtain  informal 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  employees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  Appendix. 

Record  access  procedures:  Requests  from  current  employees  to 
gain  access  to  information  per-  taining  to  them  should  directed 
to  their  supervisor  or  to  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22,  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable.  Former  employees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  appropriate  personnel  officer  at  the  address  listed  in  the  Appen¬ 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appeal  initial  determination  are 
promulgated  in  41  CFR  105-64  published  in  the  Federal  Register. 

Record  source  categories:  Officials  preparing  files  and  records 
submitted  by  employees. 

GSA/OAD  8 

System  name:  Disciplinary  Action  and  Appeal  and  Grievance  Files 
GSA/OAD 

System  location:  The  system  is  located  in  the  personnel  offices  of 
GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice  GSA/OAD  22,  the  Central  Office,  Of¬ 
fice  of  Personnel  at  18th  &  F  Sts.  NW,  Washington,  DC  20405,  and 
the  Offices  of  supervisors  and  management  officials. 

Categories  of  Individuals  covered  by  the  system:  GSA  employees 
who  may  be  or  wh9  have  been  subjects  of  disciplinary  action  and 
employees  who  have  filed  appeals  or  grievances. 

Categories  of  records  in  the  system: 

1 .  Appeals  and  grievance  register. 

2.  Index  file  of  grievance  and  appeal  examiners. 

3.  Warning  letters  and  official  reprimand  files. 

4.  Grievance  files.  (Agency  and  Negotiated) 

5.  Adverse  action  decision  letters. 

6.  Disciplinary  action  files. 

7.  Appeals  hearing  transcripts. 

8.  Background  information  in  support  of  disciplinary  and  ad¬ 
verse  actions. 

The  above  records  are  maintained  to  identify,  record  and  docu¬ 
ment  those  employees  who  have  become  the  subject  of  potential  or 
real  disciplinary  actions  and  those  who  have  filed  grievances  and 
appeals. 

Antbority  for  maintenance  of  the  system:  E.O.  10987,  E.O.  11491, 
E.O.  11787,  and  5  U.S.C.  Chap.  77. 

Routine  uses  of  records  maintained  In  the  system,  incindiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a(aK7)  and  provided  for  in 
5  U.S.C.  552a(bK3),  are  described  in  the  Appendix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  cabinets. 

Retrievahility:  Filed  alphabetically  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  maaagerfs)  and  address:  The  Director  of  Personnel  at  18th 
A  F  Sts.  NW,  Washington,  DC  20405 


Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  employees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  Appendix. 

Record  access  procedures:  Requests  from  current  employees  to 
gain  access  to  information  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  personnel  officer  at  the  appropriate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  x>f  Personnel  following 
the  notice  GSA/  OAD  22,  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable.  Former  employees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  appropriate  personnel  officer  at  the  address  listed  in  the  Appen- 
djx.  For  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41^CFR  105-64. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Employees  who  file  appeals  or 
grievances  and  management  officials  who  prepare  documents 
required  in  these  files. 

GSA/OAD  9 

System  name:  Employee  Benefits  Files  GSA/OAD 

System  location:  The  system  is  located  in  the  personnel  offices  of 
GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice  GSA/OAD  22,  the  Central  Office,  Of¬ 
fice  of  Personnel  at  18th  A  F  Sts.  N.W.  Washington,  DC  20405, 
and  the  offices  of  supervisors  and  management  officials  promoting 
blood  donation  and  savings  bonds  programs  and  soliciting  em¬ 
ployees  to  attend  White  House  ceremonies. 

Categories  of  individnab  covered  by  the  system:  All  employees  en¬ 
rolled  in  authorized  health  and  life  insurance  plans;  receiving 
severance  pay;  contributing  Mood;  authorizing  withholding  for 
savings  bonds;  attending  Wliite  House  ceremonies;  and  deceased 
employees  with  survivors  entitled  to  death  benefits. 

Categories  of  records  In  the  system: 

1.  Life  and  health  insurance  files. 

2.  Severance  pay  files. 

3.  Savings  bonds  lists. 

4.  Blood  requests. 

5.  White  House  ceremonies  files. 

6.  Death  case  files. 

The  above  records  are  maintained  for  the  purpose  of  identifying 
and  recording  those  employees  who  have  enrolled  in  authorized  in¬ 
surance  plans,  received  severance  pay,  authorized  withoiding  for 
savings  bonds,  made  blood  donations,  attended  White  House 
ceremonies,  and/or  passed  away  leaving  survivors  entitled  to  death 
benefits. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  Chap  81,  5 
U.S.C.  7153,  7901 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  naers  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (a)(7)  and  provided  for 
in  5  U.S.C.  552a  (b)(3),  are  described  in  the  appendix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accesslag,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  files. 

RetrievaMlity:  Filed  alphabetically  at  each  location  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.  2) 
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System  maiiacer(s)  and  address:  The  Director  of  Personnel  at  18th 
&  F  Sts.  NW..  Washington.  DC  20405. 

NotifkatioB  proccdore:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22.  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  employees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  appendix.  '  _ 

Record  access  procedures:  Requests  from  current  employees  to 
gain  access  to  information  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  personnel  officer  at  the  appropriate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22.  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable.  Former  employees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  appropriate  personnel  officer  at  the  address  listed  in  the  appen¬ 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA  rules  for  access  to  records  , 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  information  in  this  system  of 
records  is  provided  by  the  individuals  to  whom  the  records  pertain 
or  by  the  personnel  specialists  who  prepare  various  records  or 
claims. 

GSA/OAD  10 

System  name:  Records  Relating  to  Staffing  Activities  of  GSA. 

GSA/OAD 

System  location:  This  system  is  maintained  in  the  personnel  of¬ 
fices  of  GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office 
of  Personnel  following  the  notice  GSA/OAD  22  and  in  the  Central 
Office,  Office  of  Personnel  at  18th  &  F  Sts.  NW,  Washington,  DC 
20405. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
GSA  employment;  former  and  current  GSA  employees. 

Categories  of  records  in  the  system: 

1.  Recruitment,  qualification  and  employment. 

2.  Merit  promotion. 

3.  Separation. 

These  records  are  maintained  for  the  purpose  of  making  deci¬ 
sions  relating  to  the  hiring,  maintaining,  utilizing,  promoting,  reas¬ 
signing  and  terminating  of  employees. 

Authority  for  maintenance  of  the  system: 

1.  Recruitment,  qualification  and  employment  -  5  U.S.C.  3109; 
E.O  11521;  P.L.  93-508;  5  U.S.C.  7153;  75  U.S.C.  612;  FPM 
Chapter  301;  FPM  Chap.  307;  5  U.S.C.  3582;  5  U.S.C.  3104;  5 
U.S.C.  7512;  5  U.S.C.  3321;  FPM  Chap.  302;  FPM  Chap.  337;  FPM 
Chap.  315;  5  U.S.C.  4301-4308;  FPM  Chap.  300. 

i  Merit  Promotion  -  5  U.S.C.  4301-4308;  FPM  Chap.  335. 

3.  Separation  -  5  U.S.C.  3501-3504;  FPM  Chap.  753;  FPM  Chap. 
302. 

Rontine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a(aK7)  and  provided  for  in 
5  U.S.C.  552a(bK3),  are  described  in  the  Appendix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  All  records  within  this  system  are  maintained  on  paper. 

Retrievability:  Records  are  retrievable  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  'records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 


System  managers)  and  address:  The  Director  of  Personnel  at  18th 
&  F  Sts.  NW,  Washington,  DC  20405 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor,  from  their  Personnel  Officer,(see  the  Appendix  for 
the  Office  of  Personnel  following  the  notice  GSA/OAD  22)  or  from 
the  Director  of  Personnel  at  the  address  noted  above,  whichever 
applicable.  Former  employees  may  obtain  information  from  their 
former  personnel  office.  Applicants  for  GSA  employment  may  ob¬ 
tain  information  from  the  Personnel  Officer  responsible  for  the 
position  for  which  they  applied. 

Record  access  procedures:  Requests  to  access  records  from  cur¬ 
rent  employees  should  be  directed  to  the  employees’  supervisor  or 
to  the  appropriate  personnel  officer  (see  the  Appendix)  or  to  the 
Director  of  Personnel  at  the  address  listed  above.  Former  em¬ 
ployees  should  direct  requests  to  access  records  to  their  former 
personnel  office.  Applicants  for  GSA  employment  may  obtain  in¬ 
formation  from  the  Personnel  Officer  responsible  for  the  position 
for  which  they  applied.  For  identification  require-  ments  refer  to 
the  agency  regulations  as  outlined  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  105-64  published  in  the 
Federal  Register. 

Record  source  categories:  The  individuals  themselves,  other  em¬ 
ployees  and  supervisors. 

GSA/OAD  11 

System  name:  Records  relating  to  career  and  executive  develop¬ 
ment.  GSA/OAD 

System  location:  This  system  is  located  in  the  personnel  offices  at 
the  addresses  listed  in  the  Appendix  for  the  Office  of  Personnel 
following  the  notice  GSA/OAD  22,  the  Central  Office,  Office  of 
Personnel,  at  18th  &  F  Streets  NW.,  Washington,  D.C.  20405,  and 
within  ofrices  of  the  services  and  staff  offices  throughout  GSA 
where  there  are  participants  in  the  GSA  Career  Development  Pro¬ 
gram. 

Categories  of  Individuals  covered  by  the  system:  GSA  employees, 
both  current  and  former. 

Categories  of  records  in  the  system: 

1.  Career  folders  (supervisory  assessments,  counseling  report, 
specific  and  tentative  developmental  plans). 

2.  Training  and  Advancement  Program  (TAP),  Career  Ad-  vance- 
ment  Program(CAP),  GSA  Nationwide  Cross-Training  Agreement 
records,  and  Upward  Mobility  Development  System  records. 

3.  GSA  Form  1 349,  Personal  Data  Statement 

4.  GSA  Form  3328,  Upward  Mobility  Interest  Survey 

5.  GSA  Form  2634,  Job  Element  Appraisal  for  Career  Potential 

6.  GSA  Form  2990,  Notice  of  Trainee  Entry 

The  above  records  are  maintained  for  the  purpose  of  monitoring 
and  documenting  the  performance  and  status  of  the  GSA  Career 
Development  Program  and  GSA  Executive  Development  partici¬ 
pants. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  4103  and  5 
U.S.C.  4301-4308 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records  as  defined  in  5  USC  552a  (a)  (7)  and  provided  for  in  5  USC 
552a  (bK3)  are  described  in  the  appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  All  records  within  this  system  are  maintained  on  paper. 

Retrievability:  All  records  within  this  system  are  primarily 
retrievable  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 
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System  manascr(s)  and  address:  The  Director  of  Personnel  at  1 8th 
&  F  Streets  NW.,  Washington,  D.C.  20405 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  su^rvisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  employees  may 
obtain  information  from  the  Director  of  Personnel  at  the  address 
listed  above. 

Record  access  procedures:  Requests  to  access  records  from  cur¬ 
rent  employees  should  be  directed  to  the  employees'  supervisor  or 
to  the  personnel  officer  at  the  appropriate  address  listed  in  the  Ap¬ 
pendix  for  the  Office  of  Personnel  following  the  notice  GSA/OAD 
22,  or  to  the  Director  of  Personnel  at  the  address  noted  above, 
which-  ever  applicable.  Former  employees  should  direct  requests  to 
access  records  to  the  Director  of  Personnel,  General  Services 
Building,  at  the  address  listed  in  the  appendix.  For  identification 
requirements  refer  to  the  agency  regulations  as  outlined  in  41  CFR 
10^64. 

Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  con-  tents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  tOS-64,  published  in  the 
Federal  Register 

Record  source  categories:  The  information  upon  which  these 
records  are  based  is  provided  by  the  following  sources: 

1.  Career  folders  -  employee  completed  GSA  Form  1349,  and  su¬ 
pervisor's  evaluations;  except  employees  in  levels  GS-8  and  below 
and  wage  system  equivalents,where  GSA  Form  3328  is  used. 

2.  TAP,  CAP,  and  Cross-Training  Agreements  -  corres-  pon- 
dence  between  personnel  specialists  in  GSA,  Central  Office,  and 
the  personnel  specialists  in  the  operating  offices  of  GSA  and  those 
in  the  Civil  Service  Commission. 

3.  GSA  Forms  1349  -  employees  and  official  personnel  folder. 

4.  GSA  Form  2634  •  employment  offices  of  the  personnel  of¬ 
fices,  supervisors  both  past  and  present  or  other  individuals  who 
are  familiar  with  the  can-  didates. 

5.  GSA  Form  2990  •  official  personnel  folder. 

GSA/OAD  12 

System  name:  Records  relating  to  the  assignment,  promotion,  and 
retirement  activities  for  executives  within  Genei^  Services  Ad- 

■  ministration. 

System  location:  This  system  is  maintained  in  the  personnel  of¬ 
fices  of  GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office 
of  Personnel  following  the  notice  GSA/OAD  22,  the  Central  Office, 
Office  of  Personnel  at  18th  and  F  STREETS  NW.,  Washington, 
D.C.  2040S,  and  the  executive  offices  of  the  service  and  staff  of¬ 
fices  of  the  GSA  Central  Office. 

Categories  of  individuals  covered  by  the  system:  GSA  employees. 
Grade  GS-13  and  above. 

Categories  of  records  in  the  system: 

1.  Executive  Assignment  System  case  file 

2.  Retirement  Executive  Assignment  Program  file 

3.  Executive  Manpower  Resources  file 

4.  Executive  Interchange  Program  file 

5.  Executive  Manpower  Resources  Applicant  file 

The  above  records  are  maintained  for  the  purpose  of  administer¬ 
ing  to  and  monitoring  the  assignment,  promotion  and  retirement  ac¬ 
tivities  of  employees  GS-13  and  above. 

Authority  for  maintenance  of  the  system: 

1.  Executive  Assignment  System  file  -  SUSC  4301-4308 

2.  Retirement  Executive  Assignment  Program  file  -  5  USC  Chap. 
83. 

3.  Executive  Manpower  Resources  file  -  5  USC  4301-4308 


4.  Executive  Interchange  Program  file  -  5  USC  3376;  E.O.I1S89 

5.  Executive  Manpower  Resources  Applicant  file  -  5  USC  4301  - 
4308 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records  as  defined  in  S  U.S.C.  S52a  (a)  (7)  and  provided  for  in 

5  U.S.C.  552a  (b)  (3)  are  described  in  the  Appendix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  All  records  within  this  system  are  maintained  on  paper. 

RetrievabHity:  All  records  within  this  system  are  primarily 
retrievable  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.  2). 

System  manager(s)  and  address:  The  Director  of  Personnel,  18th 

6  F  Streets  NW.,  Washington.  D.C.  20405. 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor,  or  from  their  Personnel  Officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  employees  may 
obtain  information  from  the  Director  of  Per-  sonnel  at  the  address 
listed  above. 

Record  access  procedures:  Requests  to  access  records  from  cur¬ 
rent  employees  should  be  directed  to  the  employees'  supervisor  or 
to  their  Personnel  Officer  at  the  appropriate  address  listed  in  the 
Appendix  for  the  Office  of  Personnel  following  the  notice 
GSA/OAD  22  or  to  the  Director  of  Personnel  at  the  address  listed 
above,  whichever  applicable.  Former  employees  should  direct 
requests  to  access  records  to  the  Director  of  Personnel  at  the 
General  Services  Building  at  the  address  listed  in  the  appendix.  For 
indentification  requirements  refer  to  the  agency  regulations  as  out¬ 
lined  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  inital  deter¬ 
minations  are  promulgated  in  41  CFR  105-M,  published  in  the 
Federal  Register. 

Record  source  categories:  Information  on  which  these  records  are 
baseed  is  provided  by  the  following  sources: 

t 

1.  Executive  Assignment  System  file  -  official  personnel  folder. 
Civil  Service  Executive  Inventory  and  Executive  Manpower 
Resources  Applicant  file. 

2.  Retirement  Executive  Assignment  Program  -  official  personnel 
folder,  retirement  eligibility  report  and  application  from  employee 
involved. 

3.  Executive  Manpower  Resources  file  -  official  personnel 
folder,  applications  received  from  participants. 

4.  Executive  Interchange  Program  file  -  official  personnel  folder, 
nominations  received  from  Heads  of  Services  and  Staff  Offices. 

5.  Executive  Manpower  Resources  Applicant  file  -  official  per¬ 
sonnel  folder,  application  received  from  employee. 

GSA/OAD  13 

System  name:  Records  related  to  trainee  programs  in  GSA. 

GSA/OAD 

System  location:  The  system  is  officially  maintained  in  the  GSA 
personnel  offices  (see  the  Appendix  for  the  Office  of  Personnel  fol¬ 
lowing  the  notice  GSA/  OAD  22)  and  the  Central  Office,  Office  of 
Personnel, 1 8th  &  F  Streets  NW,  Washington,  DC  20405.  Related 
records  in  the  system  may  be  located  throughout  GSA  wherever 
trainees  are  /  were  assigned. 

Categories  of  individuals  covered  by  the  system:  Individuals  in¬ 
clude:  (1)  Current  and  former  GSA  employees  who  are  or  were  at 
one  time  participants  in  a  formal  GSA  training  program;  and  (2)  in- 
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dividuals  who  inquire  about  and/  or  apply  for  employment  as  a  par* 
ticipant  in  a  formal  training  program. 

Categories  of  records  in  the  syateni: 

1.  Employment  inquires  and  interview  reports  on  job  applicants 
for  Mana^ment  Intern,  Summer  Intern,  and  general  trainee  pro¬ 
gram  positions. 

2.  Pubic  Service  Career  and  Worker-Trainee  Opportunity  Pro¬ 
gram  files. 

3.  Cooperative  Education  Employment  Program  files. 

The  first  category  is  used  for  referral  purpose  as  an  applicant 
source  file;  the  other  categories  are  used  to  record  the  progress  of 
participants  in  the  training  programs,  to  evaluate  both  individuals 
and  the  program  itself  and  to  provide  historical  continuity  for 
analytical  purposes. 

4.  Report  on  current  and  former  trainees  (GSA  Form  2977). 

5.  Trainee  files  which  include  evaluations,  trainee  reports,  ect. 

6.  Summer  Intern  Programs  files. 

7.  Management  Intern  Program  files. 

Authority  for  BudnteBaacc  of  the  system:  S  U.S.C.  4103 

Routine  uses  of  records  maintained  in  the  system,  includfaig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  uses  of 
these  records  as  defined  in  5  U.S.C.  SS2a  (a)  (7)  and  provided  for  in 
S  U.S.C.  5S2a  (b)  (3)  are  described  in  the  appendix  following  the 
GSA  notices. 

Policies  aad  practices  for  storing,  retoteviug,  accessiag,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  All  records  are  maintained  on  paper. 

Retrievability:  All  records  within  this  system  are  primarily 
retrievable  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Rctentioa  aad  diapoani:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.  2) 

System  managerfs)  aad  address:  The  Director  of  Personnel,  at 
18th  &F  Streets,  NW,  Washington,  DC  2040S. 

Notificatioa  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor,  or  from  the  appropriate  personnel  office  at  the  ad-- 
dress  listed  in  tlie  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  cited  above,  whichever  applicable.  Job  applicants  and 
former  employees  nuy  obtain  information  from  the  appropriate 
personnel  office  (  see  the  appendix). 

Record  aceem  procedures:  Requests  to  access  records  from  cur¬ 
rent  employees  should  be  direct^  to  the  employees’  supervisor  or 
to  the  appropriate  personnel  office  at  the  address  listed  in  the  Ap¬ 
pendix  for  t^  Office  of  Personnel  following  the  notice  GSA/OAD 
22  or  to  the  Duector  of  Personiml  at  the  address  listed  above, 
whichever  applicable.  Job  applicants  and  former  employees  should 
direct  requests  to  access  records  to  the  appropriate  Personnel  Of¬ 
ficer  (see  the  appendix).  For  identification  requirements,  refer  to 
the  agency  regulation  as  outlined  in  41  CFR  lOS-64. 

Couteatfaig  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  m  41  CFR  1  OS-64,  publish^  in  the  Federal  Re¬ 
gister. 

Record  source  categortrt:  The  individuals  themselves,  their  Offi¬ 
cial  Personnel  Folders,  other  employees,  and  supervisors. 

GSA/OAD  14 

System  name:  Records  relating  to  formal  training  of  GSA  em¬ 
ployees.  GSA/OAD 

System  locatien:  The  system  is  located  at  all  GSA  locations. 

Categortes  of  individaals  covered  by  the  system:  GSA  emfdoyees, 
both  former  and  current. 

Categortes  of  records  in  the  system: 

1.  Nomination  and  authorization  forms 


2.  Annual  Training  Plan  worksheets  (GSA  Form  2366) 

3.  Records  relating  to  the  training  needs  of  new  supervisors 
(GSA  Form  2340,  Remonal  Forms  R3-1487,  R4-I487,  R9-l487-the 
latter  3  forms  used  for  PBS  Federal  Protection  Service  purpose 
only) 

4.  Annual  Training  Report  (required  by  USCSC)  feeder  reports 

3.  Monthly  Summary  of  Training 

6.  Semi-annual  Report  of  Training  (copies  are  normally  filed  in 
OPF’S  of  individuals  who  receive  training  during  the  reporting 
period) 

7.  Records  relating  to  the  training  needs  and  accomplishments  of 
employees  by  specific  programs  (i  e.  ,  Federal  Protection  Service- 
PBS,  Office  of  General  Counsel-  OdC,  Contract  Administration- 
FSS  and  PBS) 

The  above  records  are  maintained  for  the  purpose  of: 

(1)  planning  for,  scheduling,  nominating,  authorizing,  and  fund¬ 
ing  (if  cost  training)  training  for  GSA  employees  who  attend  GSA 
sponsored  training  and 

(2)  recording  and  analyzing  completed  training 

Authority  for  maintenance  of  the  system:  3  U.S.C.  ,  Chapter  41. 

Rontiiie  uses  of  records  maintained  in  the  system,  including  catego¬ 
rtes  (4^  users  and  the  purposes  of  such  uses:  Information  in  this 
system  may  be  disclos^  to  training  and  educational  facilities  out¬ 
side  the  agency  both  Governmental  and  non-government.  Other 
routine  uses  are  as  described  in  the  Appendix  following  the  GSA 
notices.  — 

Polktes  aad  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  All  records  except  Monthly  Summary  of  Training  and 
Semi-annual  Report  of  Training  are  maintained  on  paper;  the  two 
exceptions  are  ADP  printouts  maintained  on  magnetic  tapes  (DPM 
No  2  2  for  both). 

Retrievability:  All  records  within  this  system  are  primarily 
retrievable  by  name. 

Safegaards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockaUe  metal  file  cabinets  or  in  secured 
rooms. 

Retentioo  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  addrem:  The  Director  of  Personnel  at  18th 
A  F  Streets  NW.  Washington,  D.C.  20403. 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor  or  from  their  appropriate  Personnel  Office  (see  the 
Appeiulix  for  the  Office  of  Per-  sonnel  following  the  notice 
GSA/OAD  22)  or  from  the  Director  of  Personnel  at  the  address 
noted  above,  whichever  applicable.  Former  employees  may  obtain 
information  from  the  appropriate  Personnel  Officer  (see  the  appen¬ 
dix). 

Record  aceem  procedures:  Requests  to  access  records  from  cur¬ 
rent  employees  should  be  directed  to  the  employees'  supervisor. 
Former  employees  should  direct  request  to  access  records  to  the 
appropriate  Persoimel  Officer  (see  the  Appendix  for  the  Office  of 
Personnel  following  the  notice  GSA/OAD  22).  For  indentification 
requirements  refer  to  the  agency  regulations  as  outlined  in  41  CFR 
103-64 

Contestiag  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  103-64  published  in  the  Federal  Re¬ 
gister. 

Record  source  categortes:  The  individuals  themselves,  their  Offi¬ 
cial  Personnel  Folders  other  employees  and  supervisors. 


GSA/OAD  13 

System  name:  General  staffing  information  maintained  by  the  Cen¬ 
tral  Office,  Office  of  Personnel  and  personnel  offices  of  GSA. 
GSA/OAD 
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Sjrftca  locatioa:  The  Personal  Data  Statement  Notebook,  Key 
GSA  Official  Book,  and  Schedule  C  and  Non-career  Executive 
Listing  are  maintained  in  the  GSA  Central  Office,  Office  of  Person¬ 
nel,  lith  A  F  Sts.,  NW,  Washington,  DC  20403.  The  General  Per¬ 
sonnel  Staffing  Information  and  ChanMs  to  the  Personnel  Roster 
records  are  maintained  in  the  personnel  offices  of  GSA  at  the  loca¬ 
tions  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22. 

Categories  of  individuals  covered  by  the  system:  The  Key  GSA  Of¬ 
ficial  Book  contains  information  on  current  key  officials  throughout 
GSA.  The  Schedule  C  and  Non-career  Executive  Listing  contains 
information  on  people  under  those  type  of  appointments.  The  other 
records  concern  personnel  employees  in  the  personnel  offices  of 
GSA  as  listed  in  the  Appendix  for  the  Office  of  Personnel  follow¬ 
ing  the  GSA/OAD  Notices. 

Categories  of  records  in  the  system: 

1 .  General  Personnel  Staffing  Information 

2.  Changes  to  the  Personnel  Roster 

3.  Key  GSA  Official  Book 

4.  Personal  Data  Statement  Notebook 

5.  Schedule  C  and  Non-career  Executive  Listing. 

The  above  records  are  maintained  for  the  purpose  of  monitoring 
the  staffing  situation  within  particular  organizational  units. 

Authority  for  maintenance  of  the  system:  3  U.S.C.  301-302 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records  as  defined  in  3  U.S.C.  332a  (aXT)  and  provided  for  in 
3  U.S.C.  332a  (bK3)  are  described  in  the  Appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessiag,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  All  records  within  this  system  are  maintained  on  paper. 

RetrlevabilHy:  All  records  within  this  system  are  primarily 
retrievable  by  name. 

Safegnards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  maaagerfs)  and  addrem:  The  Director  of  Personnel  at  18th 
A  F  Sts.,  NW,  Washington,  DC  20403. 

Notification  procedure:  Former  and  current  GSA  employees  nuy 
obtain  information  about  whether  or  not  they  are  a  part  of  this 
system  by  contacting  their  Personnel  Officer  at  the  address  listed  in 
the  ^pendix  for  the  Office  of  Personnel  following  the  notice 
GSA/OAD  22  or  to  the  Director  of  Personnel  at  the  address  noted 
above,  whichever  applicable. 

Record  accem  procedures:  Requests  from  former  and  current  em¬ 
ployees  to  access  records  should  be  directed  to  the  appropriate  Per¬ 
sonnel  Officer  at  the  address  listed  in  the  Appendix  for  the  Office 
of  Personnel  following  the  notice  GSA/OAD  22,  or  to  the  Director 
of  Personnel  at  the  address  listed  above,  whichever  applicable.  For 
identification  require-  ments  refer  to  the  agency  regulations  as  out- 
Uned  in  41  CFR  103-64. 

Contcsllug  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  103-64  published  in  the 
Federal  Register. 

Record  source  categories:  ' 

1.  General  Personnel  Staffing  Information  -  information  for  this 
record  is  generated  internaUy  within  the  personnel  office. 

2.  Changes  to  the  personnel  roster  -  the  information  for  this 
record  is  drawn  from  service  record  cards  and  various  files  main¬ 
tained  in  the  processing  and  records  function  of  the  personnel  of¬ 
fices. 

3.  Key  GSA  Official  Book  -  the  information  is  provided  to  the 
Director  of  Personnel  by  the  various  personnel  offices  throughout 
GSA. 


4.  Personal  Data  Statement  Notebook  -  informatioo  for  this 
record  is  obtained  directly  from  the  individual. 

3.  Schedule  C  and  Non-career  Executive  Listing  •  the  informa¬ 
tion  is  provided  to  the  Director  of  Personnel  by  the  various  person¬ 
nel  offices  throughout  QSA.- 

GSA/OAD  16 

System  naiuc:  Special  personnel  studies  and  reports.  GSA/OAD 

System  locatioa:  This  system  is  maintained  in  the  personnel  of¬ 
fices  of  GSA  at  the  Ipcations  listed  in  the  Appendix  for  the  Office 
of  Personnel  foOowing  the  notice  GSA/OAD  22  and  in  the  GSA 
Central  Office,  Office  of  Personnel  and  Office  of  the  Deputy  Ad¬ 
ministrator,  18th  and  F  Streets  NW,  Washington,  DC  20iK)3.  Per¬ 
sonnel  management  evaluation  interview  notes  may  also  be  main¬ 
tained  by  survey  team  members  who  are  not  employees  of  the  Of¬ 
fice  of  Personnel. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  employees  of  GSA.  The  Annotated  Performance  Analysis 
Report  subsystem  applies  only  to  personnel  employees;  the  others 
may  involve  employees  throu^out  the  agency. 

Categories  of  records  la  the  system: 

1.  Annotated  Performance  Analysis  Reports 

2.  Records  relating  to  the  Processing  Control  Record  Report 
(PCR) 

3.  Executive  Salary  Ceiling  Impact  Report  backup  files 

4.  Personnel  Management  Evaluation  reports  and  case  listings 

3.  Personnel  Management  Evaluation  interview  notes 

6.  Allegations  of  merit  system  violations. 

The  atove  records  are  maintained  for  the  purpose  of  conducting 
and/or  preparing  special  personnel  studies  and  reports. 

Authority  for  mainteoance  of  the  system: 

1.  Annotated  Performance  Analysis  Reports:  3  USC  301;  FPM 
230-3 

2.  Records  relating  to  the  Processing  Control  Record  Report 
(PCR):  3  USC  301 

3.  Executive  Salary  Ceiling  Impact  Report  backup  files:  3  USC 
3307 

4.  Personnel  Management  Evaluation  reports  and  case  listings: 
E.O.  9830 

3.  Personnel  Management  Evaluation  interview  notes:  E.O.  9830 

6.  Allegations  of  merit  system  violations:  E.O.  9830 

Routine  uses  of  records  saalutalaed  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nsm:  I^ormation  contained  in 
the  Personnel  Management  Evaluation  official  case  files  may  be 
released  to  the  Civil  Service  Commission.  Other  routine  uses  are  as 
described  in  the  Appendix  following  the  GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retalniag, 
and  disposiag  of  records^in  the  system: 

Storage:  All  records  within  this  system  are  maintained  on  paper. 

Retrlevabillty:  All  records  within  this  system  are  primarily 
retrievable  by  name. 

Safegnards:  When  not  in  use  by  an  authorized  person,  these 
records  ate  stored  m  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Rctcntioa  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  addrem:  The  Director  of  Personnel  at  18th 
A  F  Streets  NW.,  Washington.  DC  20403. 

NotMcatioa  procedure:  Former  and  current  GSA  employees  may 
obtain  information  about  whether  or  not  they  ate  a  part  of  this 
system  of  records  by  contacting  their  Persoruml  Officer  at  the  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
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the  notice  GSA/OAD  22,  or  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable. 

Record  access  procedures:  Requests  from  former  and  current  em¬ 
ployees  to  access  records  should  be  directed  to  the  appropriate  Per¬ 
sonnel  Officer  at  the  address  listed  in  the  Appendix  tor  the  Office 
of  Personnel  fol-  lowing  the  notice  GSA/OAD  22  or  to  the  Director 
of  Personnel  at  the  address  listed  above,  whichever  applicable.  For 
indentification  requirements  refer  to  the  agency  regulations  as  out¬ 
lined  in  41  CFR  IOS-64. 

Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  tO$-M.  published  in  the 
Federal  Register. 

Record  source  categories:  The  information  which  these  records 
are  based  on  is  drawn  from  the  following  sources: 

1.  Annotated  Performance  Analysis  Reports  -  information  is  pro¬ 
vided  in  general  by  the  affected  individuals. 

2.  Records  relating  to  the  Processing  Control  Record  Report-  in¬ 
formation  is  drawn  from  SF-S2,  Request  for  Personnel  Action. 

3.  Executive  Salary  Ceiling  Impact  Report  backup  files  -  this  in¬ 
formation  is  generally  obtained  from  the  Processing  and  Records 
function  and  the  files  which  they  maintain  within  each  Personnel 
Office  or  Division. 

4.  Personnel  Management  Evaluation  Reports,  Case  Listings, 
and  Interview  Notes  -  Information  in  these  records  is  drawn  from 
supervisors  and  employees,  as  well  as  personnel  and  administrative 
files. 

5.  Allegations  of  merit  system  violations  -  information  is  pro¬ 
vided  by  concerned  individuaJs. 

GSA/OAD  17 

System  name:  Records  relating  to  compensation  and  classification 
activities  within  GSA.  GSA/OAD  v 

System  location:  This  system  is  maintained  in  the  personnel  of¬ 
fices  of  GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office 
of  Personnel  following  the  notice  GSA/OAD  22,  as  well  as  the  GSA 
Central  Office.  Office  of  Personnel,  18th  &  F  Streets  NW, 
Washington,  DC  2040S 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  employees  of  GSA  and  applicants  for  GSA  positions. 

Categories  of  records  in  the  system:  Records  consist  of  documents 
relating  to  overseas  employees,  supergrades,  classification  surveys, 
classification  appeals,  leave  and  pay  administration,  position 
descriptions,  and  Federal  Pro-  tective  Officers.  These  records  are 
maintained  for  the  purpose  of  properly  implementing  the  activities 
and  requirements  relevant  to  compensation  and  classification  within 
GSA. 

Authority  for  maintenance  of  the  system: 

1.  Overseas  employee  file:  S  U.S.C.  5921  thru  3925 

2.  Supergrade  fUe:  5  U.S.C.  5108 

3.  Classification  surveys:  5  U.S.C.  5115 

4.  Classification  appeals:  5  U.S.C.  5115 

5.  Leave  and  pay  administration  5  U.S.Q.  5301  thru  6326 

6.  Position  description  file:  5  U.S.C.  5113 

7.  Study:  Federal  Protective  Officers:  40  U.S.C.  490 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  defined  in  5  U.S.C.  522a  (aK7)  and  provided  for  in 
5  U.S.C.  552a  (bK3).  are  described  in  the  appendix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  All  records  within  this  system  are  maintained  on  paper 
in  file  folders  and  card  files. 

Retrievability:  The  records  within  this  system  are  primarily 
retrievable  by  name. 


Safegnards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  Director  of  Personnel  at  18th 
&  F  Streets,  NW.,  Washington,  DC  20405. 

Notification  procedure;  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  office  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  employees  and 
applicants  for  GSA  positions  may  obtain  information  from  the  per¬ 
sonnel  officers  located  at  the  addresses  listed  in  the  appendix. 

Record  access  procedures:  Requests  from  current  employees  to 
gain  dccess  to  information  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  personnel  officer  at  the  appropriate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22,  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  listed  above,  whichever  applicable.  Former  employees  and 
applicants  for  GSA  positions  should  direct  requests  to  gain  access 
to  information  pertaining  to  them  to  the  appropriate  GSA  personnel 
officer  at  the  address  listed  in  the  appendix.  For  identification 
requirements  refer  to  the  agency  regulations  as  outlined  in  41  CFR 
105-64. 

Conlestiiig  record  procedures:  GSA/OAD  rules  for  ac^cess  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  105-M,  published  in  the 
Federal  Register. 

Record  source  categories:  The  information  on  which  these  records 
are  based  is  provided  by  the  individuals  themselves,  official  person¬ 
nel  folders,  other  employees,  and  supervisors. 

GSA/OAD  18 

System  name;  Processing  and  Records  files  GSA/OAD 

System  location:  This  system  is  maintained  in  the  personnel  of¬ 
fices  of  GSA  at  the  locations  listed  in  the  Appendix  for  the  Office 
of  Personnel  following  the  notice  GSA/OAD  22. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  employees  of  GSA. 

Categories  of  records  in  the  system: 

1.  Service  record  file  (including  separation,  retirement,  reem¬ 
ployment,  furlough  and  other  active  records  on  current  employees 
and  inactive  records  on  past  employees). 

2.  Official  Personnel  Folder  authorized  user  listing  and  charge- 
out  system. 

3.  Leave  Without  Pay  files. 

4.  Name  change  files. 

5.  Pending  securities  files. 

6.  SF-S2  control  sheet  files. 

The  above  records  arc  maintained  for  the  purpose  of  facilitating 
the  processing  and  recording  of  personnel  actions. 

Authority  for  maintenance  of  the  system:  Executive  Orders  10561, 
9830,  10800,  10988,  11222,  and  11246. 

Routine  naes  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Civil  Service  Com¬ 
mission  may  utilize  this  infonnation  in  the  conduct  of  regulatory 
audits.  The  filing  of  state  unemployment  claims  may  also  require 
that  certain  information  be  disclosed.  Other  routine  uses  are  as 
described  in  the  Appendix  following  the  GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  All  records  within  this  system  are  maintained  on  paper 
in  either  folders  or  card  files. 

Retrievability:  The  records  within  this  system  are  primarily 
retrievable  by  name. 

Safegnards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 


FEDERAL  REGISTER,  VOL  41,  NO.  175 — WEDNESDAY,  SEPTEMBER  8,  1976 


GENERAL  SERVICES  ADMINISTRATION 


38097 


Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  raanager(s)  and  address:  The  Director  of  Personnel  at  1 8th 
&  F  Sts.  NW,  Washington.  D.C.  20405 

Notification  procedure:  Former  and  current  GSA  employees  may 
obtain  information  about  whether  or  not  they  are  a  part  of  this 
system  by  contacting  the  Personnel  Officer  at  the  appropriate  ad¬ 
dress  listed  in  the  Appen-  dix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22. 

Record  access  procedures:  Requests  from  former  and  current  em¬ 
ployees  to  access  records  should  be  directed  to  the  Personnel  Of¬ 
ficer  at  the  appropriate  address  listed  in  the  Appendix  for  the  Of¬ 
fice  of  Personnel  following  the  notice  GSA/OAD  22.  For  identifica¬ 
tion  requirements  refer  to  the  agency  regulations  as  outlined  in  41 
CFR  185-64. 

Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  105-^,  published  in  the 
Federal  Register. 

Record  source  categories:  The  information  in  this  system  is  drawn 
from  official  personnel  records,  personnel  specialists,  employee  su¬ 
pervisors,  and  the  employees  themselves. 

GSA/OAD  19 

System  name:  Office  Personnel  files  GSA/OAD 

System  location:  This  system  may  be  maintained  at  the  superviso¬ 
ry  or  administrative  office  level  throughout  the  Office  of  Admin-  is- 
tration  nationwide. 

Categories  of  individuals  covered  by  the  system:  GSA  employees, 
both  former  and  current,  and  applicants  for  employment. 

Categories  of  records  in  the  system:  This  system  consists  of  a 
variety  of  employee  related  records  maintained  by  operating  offi¬ 
cials  for  the  purpose  of  admin-  istering  personnel  matters  affecting 
their  employees.  Examples  of  records  contained  in  this  system  in¬ 
clude: 

1.  GSA  form  176  (Statement  of  Personal  History). 

2.  GSA  Form  2892  (Employee  Performance  Rating  and  Assess¬ 
ment  Relevant  to  Promotion  Potential). 

3.  Suggestions. 

4.  Position  Descriptions. 

5.  Counseling  report. 

6.  Supervisory  assesment  of  employees*  ability  to  meet  career 
goals. 

7.  GSA  Form  2424  (Assessment  of  Supervisory  Potential). 

8.  Employment  inquiries  from  other  agencies. 

9.  Military  Service  Separation. 

10.  Developmental  needs. 

11.  Training  (miscellaneous). 

12.  GSA  Form  1089  (Placement  Follow-up  Checklist) 

13.  Staffing  patterns  and  rosters. 

14.  Leave  and  attendance  information. 

15.  Employee  addresses  and  phone  numbers. 

16.  Military  reserve  lists. 

17.  Assignment  rosters. 

18.  Affirmative  Action  Plan  files. 

19.  Accession  and  separation  information. 

20.  Performance  and  work  measurement  records. 


21.  Employee  parking  permit  applications  and  related  informa¬ 
tion. 

The  above  records  are  maintained  for  the  pui^se  of  administer¬ 
ing  day  to  day  personnel  management  responsibilities. 

Authority  for  maintenance  of  the  system:  Executive  Order  9830 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (aK7)  and  provided  for 
in  5  U.S.C.  552a  (bK3),  are  described  in  the  appendix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  card  files. 

Retrievahility:  The  records  within  this  system  are  primarily 
retrievable  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  nianager(s)  and  address:  The  Executive  Officer,  OAD,  at 
1 8th  &  F  Sts.  N.W.  Washington,  DC.  20405 

Nodfication  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor.  Former  employees  may  obtain  information  from 
the  appropriate  Personnel  Officer  at  the  address  listed  in  the  Ap¬ 
pendix  for  the  Office  of  Per-  sonnel  following  the  notice  GSA/OAD 

22. 

Record  access  procedures:  Requests  to  access  records  from  cur¬ 
rent  employees  should  be  directed  to  the  employees'  supervisor. 
Former  employees  should  direct  requests  to  the  appropriate  Person¬ 
nel  Officer  at  the  address  listed  in  the  Appendix  for  the  Office  of 
Personnel  following  the  notice  GSA/OAD  22.  For  identification 
requirements,  refer  to  the  agency  regulations  as  outlined  in  41  CFR 
105-64. 

Contesdag  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  105-M,  published  in  the 
Federal  Register.  — 

Record  source  categories:  The  individuals  themselves,  other  em¬ 
ployees,  supervisors,  and  official  and  unofficial  personnel  records. 

GSA/OAD  20 

System  name:  Test  Material  GSA/OAD 

System  location:  This  system  is  maintained  in  the  six  Central  Of¬ 
fice  personnel  offices  of  GSA  located  in  the  Metropolitan  Washing¬ 
ton,  D.  C.  area  (see  the  Appendix  for  the  Office  of  Personnel  fol¬ 
lowing  the  notice  GSA/OAD  22.) 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
employment  with  GSA  as  well  as  current  and  former  GSA  em¬ 
ployees. 

Categories  of  records  in  the  system:  Records  consist  of  test 
booklets,  answer  sheets  and  notices  of  rating.  They  are  used  for  the 
purpose  of  determining  the  qualifications  of  applicants. 

Authority  for  maintenance  of  the  system:  5  USC  Chapter  33 

Routine  uses  of  records  maintained  la  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  re¬ 
ported  to  the  Civil  Service  Commission  for  their  records.  Other 
routine  uses  are  as  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  All  records  within  this  system  are  maintained  on  paper. 

Retrievahility:  The  records  within  this  system  are  primarily 
retrievable  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  Director  of  Personnel  at  18th 
A  F  Sts.  N.  W.,  Washington,  D.  C.  20405. 
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Notification  procedure:  Applicants  for  employment  with  GSA  and 
current  and  former  GSA  employees  may  determine  if  they  are  in¬ 
cluded  in  this  system  by  contacting  the  appropriate  personnel  office 
at  the  address  listed  in  the  Appendix  for  the  Office  of  Personnel 
following  the  notice  GSA/OAD  z2. 

Record  access  procedures:  See  last  paragraph. 

Contesting  record  procedures:  See  last  paragraph. 

Record  source  categories:  The  information  in  this  system  is  pro¬ 
vided  by  the  subjc  :t  individuals. 

Systems  exempted  from  certain  provisions  of  the  act:  In  ac¬ 
cordance  with  S  use  S22a  (kK6)  this  system  of  records  is  exempt 
from  subsections  (cK3),(d),(e),(l),(eg(4]i(gKh)and(i).  Provisions  for 
gaining  access  to  and  contesting  these  records  are  set  forth  in  41 
CFR  lOS-64,  published  in  the  Federal  Register 


GSA/OAD  21 

System  name:  Intergovernmental  Management  Trainee  Association 
records.  GSA/OAD 

System  location:  This  system  of  records  is  maintained  in  the 
GSA,  Region  9  Personnel  Division  at  the  address  listed  in  the  Ap¬ 
pendix  for  the  Office  of  Personnel  following  the  notice  GSA/OAD 
22. 

Categories  of  individuals  covered  by  the  system:  State,  local,  and 
Federal  Government  employees  who  belong  to  the  association. 

Categories  of  records  in  the  system:  The  records  in  this  system 
contain  the  following  information:  name,  position,  and  address  of 
members.  This  information  serves  reference  purposes  for  the  mem¬ 
bers  of  the  association. 

Authority  for  maintenance  of  the  system:  This  system  of  records 
was  created  by  and  for  the  use  of  the  association  members.  The  as¬ 
sociation  was  established  in  light  of  the  Intergovernmental  Person¬ 
nel  Act  of  1970. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records  as  defined  in  S  U.S.C.  S52(aK7)  and  provided  for  in  S 
U.S.C.  SS2a  (bK3)  are  described  in  the  Appendix  following  the  GSA 
Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  records  within  this  system  are  maintained  on  paper. 

Retrievability:  The  records  within  this  system  are  primarily 
retrievable  by  name.  , 

Safeguards:  The  records  within  this  system  are  kept  under  lock 
and  key. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  Director  of  Personnel  at  18th 
&  F  SU.,  NW,  Washington,  DC  20405. 

Notification  procedure:  Individuals  may  obtain  information  about 
whether  they  are  a  part  of  this  system  of  records  by  contacting  the 
GSA  Region  9,  Personnel  Officer  at  the  address  listed  in  the  Ap¬ 
pendix  for  the  Office  of  Personnel  following  the  notice  GSA/OAD 
22. 

Record  access  procedures:  Individuals  should  direct  requests  to 
access  records  to  the  GSA,  Region  9,  Personnel  Officer  at  the  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22.  For  identification  requirements  refer  to 
the  agency  regulations  as  outlined  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  105-64,  published  in  the 
Federal  Register. 

Record  source  categories:  The  individual  themselves  who  are 
state,  local,  and  Federal  government  association  members. 

GSA/OAD  22 

System  name:  Listing  of  Physicians  GSA/OAD 

System  location:  This  system  is  located  in  the  personnel  offices  of 
GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice  GSA/OAD  22. 

Categories  of  individuals  covered  by  the  system:  Physicians  cer¬ 
tified  by  a  board  of  qualified  medical  officials  established  by  the 
Civil  Service  Commission  and  in  some  cases,  other  physicians  ap¬ 
proved  by  GSA. 


Categories  of  records  in  the  nrstem:  Names,  addresses  and  phone 
numbers  of  the  physicians  included  in  this  system.  These  records 
serve  as  a  referral  source  for  those  who  are  in  need  of  a  physician 
for  fitness  for  duty  examination  or  on  the  job  injuries. 

Authority  for  maintenance  of  the  system:  FPM  Chapter  831. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records  as  defined  in  5  U.S.C.  552a(aK7)  and  provided  for  in  5 
U.S.C.  552a(bK3)  are  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  records  within  this  system  are  maintained  on  paper. 

Retrievability:  The  records  within  this  system  are  primarily 
retrievable  by  name. 

Safeguards:  >Vhen  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  secured  rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  Director  of  Personnel  at  1 8th 
&  F  Sts.,  NW,  Washington,  DC  20405. 

Notification  procedure:  Individuals  may  obtain  information  about 
whether  they  are  included  in  this  system  by  contacting  the  Person¬ 
nel  Office  listed  in  the  Appendix  for  the  Office  of  Personnel  fol¬ 
lowing  the  notice  GSA/OAD  22. 

Record  access  procedures:  Individuals  should  direct  requests  to 
access  records  to  the  Personnel  Office  listed  in  the  Appendix  for 
the  Office  of  Personnel  following  the  notice  GSA/OAD  22,  which  is 
in  thmr  particular  area.  For  identification  requirements,  refer  to  the 
agency  regulations  as  outlined  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  contesting  the  contents  and  appealing  initial  determina¬ 
tions  are  promulgated  in  41  CFR  105-64,  published  in  the  Federal 
Register. 

Record  source  categories:  The  information  in  this  system  of 
records  is  provided  by  the  individual  themselves  to  either  GSA  or 
to  the  Civil  Service  Commission  or  Public  Health  Service  who  for¬ 
ward  the  information  to  GSA. 

Appendix  GSA/OAD  Addresses  of  Locations 

Central  Office 

Personnel  Division  (BPO) 

GS  Building 
1 8th  &  F  Streets  N.W. 

Washington,  DC  20405 
Area  Code  202-5664X140 


Regional  Offices 
Region  1 

Regional  Personnel  Office 
General  Services  Administration 
John  W.  McCormack 
Post  Office  &  Courthouse 
Boston,  MA  02109 
Area  Code  617-223-2624 

Region  2 

Regional  Personnel  Office 
General  Services  Administration 
26  Federal  Maza 
New  York,  NY  10007 
Area  Code  212-264-8318 

Region  3 

Regional  Personnel  Office 
General  Services  Administration 
7th  &  D  Streets  SW 
Washington,  DC  20407 
Area  Code  202-963-5384 

Philadelphia  Area  Office 
William  J.  Green  Jr.  Federal  Building 
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600  Arch  Street,  Room  7250 
Philadelphia,  PA  19102 
Area  Code  215-597-0991 

Baltimore  Area  Office 
Federal  Building,  Room  HOB 
Baltimore,  MD  21201 
Area  Code  301-%2-4357 

Region  4 

Regional  Personnel  Office 
General  Services  Administration 
1776  Peachtree  Street  NW. 

Atlanta,  GA  30309 
Area  Code  404-526-5621 

Region  5 

Regional  Personnel  Office 
General  Services  Administration 
230  South  Dearborn  Street 
Chicago,  IL  60604 
Area  Code  312-353-5550 

Region  6  ^ 

Regional  Personnel  Office 
General  Services  Administration 
1500  E.  Bannister  Road 
Kansas  City,  MO  64131 
Area  Code  816-926-7206 

St.  Louis  Area  Office 
9700  Page  Boulevard 
Overland,  MO  63132 
Area  Code  314-268-7273 

Region  7 

Regional  Personnel  Office 
General  Services  Administration 
819  Taylor  Street 
Fort  Worth,  TX  76102 
Area  Code  817-334-2366 

Region  8 

Regional  Personnel  Office  ' 

General  Services  Administration 
Denver  Federal  Center  Bldg.  41 
Denver,  CO  80225 
Area  Code  303-234-2345 

Region  9 

Regional  Personnel  Office 
General  Services  Administration 
525  Market  Street 
San  Francisco,  CA  94105 
Area  Code  415-556-6527 

Stockton  Area  Office 
Building  414 
Rough  and  Ready  Island 
Stockton,  CA  95204 
Area  Code  209-946-6256 

Region  10 

Regional  Personnel  Office 
General  Services  Administration 
GSA  Center 
Auburn,  WA  98002 
Area  Code  206-833-5212 

GSA/OAD  23 

System  name:  Staffing  Reporting  System  GSA/OAD 
System  location:  Regional  Office  Bldg.  7th  &  D  Sts.,  SW, 
Washington,  DC,  20407 

Categories  of  Individuals  covered  by  tbe  system:  Current  and 
former  ODS  employees 

Cat^orles  of  records  In  the  system:  This  system  of  records  con¬ 
tains  information  such  as  names  of  personnel,  salary,  location  of 
employees,  job  descriptions  and  vacancies. 

Authority  for  maintenance  of  the  system:  44  USC  Chapter  21 


Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  5  USC  552A  (A)  (7)  and  provided  for  in  5 
USC  552A  (B)  (3),  are  described  in  the  appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  &  ADP  punch  cards 

Retrlevabiiity:  By  name 

Safeguards:  Released  only  to  authorized  officials  with  a  need  to 
know  and  filed  in  an  automated  system  protected  by  password. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  &  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  Director  of  Data  Systems,  GSA, 
7th  &  D  Sts.,  SW,  Washington,  DC,  20407 

Notification  procedure:  Individual  may  obtain  information  about 
whether  they  are  a  part  of  this  system  of  records  from  the  Director 
of  Data  Systems  at  7th  A  D  Sts.,  SW,  Washington,  DC,  20407. 

Record  accem  procedures:  Access  to  records  in  this  system  may 
be  gained  by  writing  to  the  Director  of  Data  Systems  at  7th  A  D 
Sts.,  SW,  Washington,  DC,  20407.  For  identification  requirements 
refer  to  the  agency  regulations  as  outlined  in  41  CFR  105-M. 

Contesting  record  procedures:  GSA  rules  for  contesting  the  con¬ 
tents  and  for  appealing  initial  determinations  are  promulgated  in  41 
CFR  105-64,  published  in  the  Federal  Register. 

Record  source  categories:  ODS  employee  folder  and  applications 
for  employment. 

GSA/OAD  24 

System  name:  Investigation  and  Personnel  Security  Case  Files 
GSA/OAD 

Security  claarificatlon:  Some  of  the  material  contained  in  the 
system  hu  been  classified  in  the  interests  of  the  national  security 
pursuant  to  Executive  Oriler  1 1652. 

System  location:  Tbe  system  is  located  in  the  Office  of  Investiga¬ 
tions.  18th  and  F  Streets,  N.W.,  Washington,  D.C.  20405. 

Categories  of  Indlvldnals  covered  by  the  system:  Individuals 
covered  by  tbe  system  are  employees,  applicants  for  employment, 
former  employees  of  the  Genei^  Services  Administration;  Commis¬ 
sions,  Committees  and  small  agencies  serviced  by  the  General  Ser¬ 
vices  Administration;  historical  researchers.  Also  included  are  em¬ 
ployees  of  contractors  perfonning  custodial  or  guard  services  in 
buildings  under  GSA  jurudiction. 

Categories  of  records  in  the  system:  Investigative  files  contain  in¬ 
formation  such  as  name,  date  and  place  of  birth,  address,  social 
security  number,  education,  occupation,  experience  and  investiga¬ 
tory  material.  These  records  are  used  as  a  basis  for  issuance  of 
security  clearances,  suitability  determinations  and  determinations  in 
discrimination  cases. 

Authority  for  malutruanes  of  the  system:  Executive  Order  10450, 
April  27,  1953,  Executive  Order  11478,  August  8,  1969,  Executive 
Order  11652,  March  8,  1972  and  40  USC.  318(d). 

Routine  uses  of  recorda  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  by  of¬ 
ficers  and  representatives  of  other  government  agencies  on  a  need- 
to-know  basts  in  the  performance  of  their  official  duties  under  the 
authorities  set  forth  above  and  also  those  Routine  Uses  contained 
in  the  appendix  following  the  GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  fas  the  system: 

Storage:  Paper  records  in  card  files  and  file  folders. 

Retrlevahllity:  Indexed  alphabetically  and  filed  numerically. 

Safeguards:  Records  arc  stored  in  locked  alarmed  vault  type 
room  and/or  three  way  combination  dial  safes  with  access  limited 
to  authorized  personnel.  Information  released  only  to  authorized  of¬ 
ficials  on  a  ne^-to-know  basis.  * 

Retention  and  disposal:  Disposition  of  records  is  in  accordance 
with  the  HB,  GSA  Records  Maintenance  and  Disposition  System 
(OAD  P.1820.2).  Records  are  destroyed  either  by  burning  or  pulp¬ 
ing. 

System  managerfs)  and  addrem:  The  official  responsibile  for  the 
system  is  tbe  Director,  Office  of  Investigations,  I8th  and  F  Streets, 
N.W.,  Washington,  D.C.  20405. 
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Nodfkation  procedure:  Inquiries  by  individuals  as  to  whether  the 
system  contains  a  record  pertaining  to  themselves  should  be  ad¬ 
dressed  to  the  official  cited  above  or  to  the  Director  of  Informa¬ 
tion,  18th  and  F  Streets,  N.W.,  Washington,  D.C.  2040S. 

Record  access  procedures:  Requests  from  individuals  for  access  to 
records  should  be  addressed  to  the  Director,  Office  of  Investiga¬ 
tions  and  should  include  full  name  (maiden  name  where  ap- 
pn^riate),  address,  date  and  place  of  biith.  For  personal  visits  the 
individual  should  be  able  to  provide  some  acceptable  identification. 
Only  general  inquiries  may  be  made  by  phone. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  lOS-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Individuals,  employees,  informants,  law 
enforcement  agencies,  other  government  agencies,  employers, 
references,  co-workers,  neighbors,  educational  institutions  and  in¬ 
telligence  sources. 

Systeuu  exempted  from  certain  provisions  of  the  act:  In  ac- 
cor^nce  with  5  U.S.C.  SS2  a(k)  this  system  of  records  are  exempt 
from  subsections  (cK3),  (d),  (eXU.  (eK4KGKHKI)  and  f. 

GSA/OAD  25 

System  name:  Credentials  (includes  Passes '  and  Licenses) 
GSA/OAD. 

System  location:  This  system  of  records  is  maintained  by  the 
Director  of  Management  Services,  18th  and  F  Streets,  NW, 
Washington,  DC  and  by  the  regional  Management  Services  Divi¬ 
sions  as  listed  in  the  appendix  following  notice  GSA/OAD  28. 

Categories  of  individuals  covered  by  the  system:  All  employees 
whose  assigned  responsibilities  require  the  issuance  of  credentials 
for  identification  and  security  purposes. 

Categories  of  records  in  the  system: 

1.  GSA  I.D.  card,  GSA  Form  208  (name,  service  and  date  of  is¬ 
suance). 

2.  Request  for  and  Record  of  Credential  or  Pass,  GSA  Form  48 
(name,  description  of  individual  and  place  of  employment). 

3.  Civil  Defense  I.D.  Card  Data,  GSA  Form  131S  (name,  ad¬ 
dress,  personal  characteristics). 

4.  U.S.  Government  Motor  Vehicle  Operators  I.D.  Card  (name, 
sex,  DOB,  hair  color,  eye  color,  height,  weight,  SSN,  birthplace). 

5.  Night,  Weekend  and  Holiday  Pass,  GSA  Form  IS  (various 
personal  characteristics). 

6.  Civil  Defense  I.D.  Card.  SF  138  (name,  service  and  ID 
number  from  SF  138). 

7.  Property  Pass,  OF  7  (name,  building,  description  of  property, 
agency  a^  elective  date). 

The  purpose  of  this  system  is  td  facilitate  the  issuance  and  con¬ 
trol  of  cards,  parking  permits,  building  and  dining  room  passes, 
drivers  licenses,  and  similar  credentials. 

Authority  for  maintenance  of  the  system:  The  Federal  Property 
and  Administrative  Services  Act  of  1949,  63  Stat.  377,  as  amended. 

Routine  nses  of  records  maintained  In  the  system,  incinding  catego¬ 
ries  of  nsers  and  the  pnrpoaes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  ^  U.S.C.  S22a  (aK7)  and  provided  for  in  S 
U.S.C.  S22a  (bK3),  are  described  in  the  appendix  following  the  GSA 
Notices. 

Polidea  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  forms. 

Retrlevability:  Name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  will  be  stored  in  lockable  metal  file  cabinets  or  in  secured 
areas. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  maaager(s)  and  addrem:  The  official  responsible  for  this 
system  is  the  Director  of  Management  Services,  18th  and  F  Streets, 


NW,  Washington,  DC  20405.  Since  this  is  a  geographically 
dispersed  system,  individuals  may  gain  access  to  it  by  contacting 
the  officials  at  locations  as  listed  in  the  appendix  following  notice 
GSA/O  AD-28. 

Notification  procedure:  The  address  of  the  agency  offices  to 
which  inquiries  should  be  addressed  and  addresses  of  locations  at 
which  the  individual  may  present  a  rec^est  as  to  whether  a  system 
contains  records  pertaining  to  himself  is  the  same  as  that  shown  in 
the  appendix  following  notice  GSA/OAD  28.  Individual  should  pro¬ 
vide  name,  social  security  number,  period  of  employment,  and 
position  held  to  assist  the  office  in  locating  the  record. 

Record  accem  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contesting  records  from 
the  Director,  Office  of  Management  Services,  or  Regional  Director, 
Management  Services  Division,  as  shown  in  the  appendix  following 
notice  GSA/OAD  28. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  1 05-64, 
published  in  Uie  Federal  Register. 

Record  source  categories:  Information  is  provided  by  employee 
being  issued  credential,  and  issuing  official. 

GSA/OAD  26 

System  name:  Application  and  physical  fitness  evaluation  for  motor 
vehicle  operators 

System  location:  This  system  of  records  is  maintained  in  the  per¬ 
sonnel  offices  of  GSA  at  the  addresses  listed  in  the  Appendix  for 
the  Office  of  Personnel  following  the  notice  GSA/OAD  22  and  in 
the  offices  of  all  designated  officials  who  require  such  forms  prior 
to  issuing  a  U.S.  Government  Motor  Vehicle  Operator's  Identifica¬ 
tion  Card. 

Categories  of  individuals  covered  by  the  system:  All  employees 
who  require  the  issuance  of  a  motor  vehicle  operators  license. 

Categories  of  records  in  the  system:  The  purpose  of  this  system  is 
to  assess  the  ability  of  an  employee  to  safely  operate  a  government 
motor  vehicle  and  to  determine  the  issuance  of  a  government 
drivers  license  (SF  46)  Records  in  this  system  include: 

1.  SF  47,  Physical  Fitness  Inquiry  for  Motor  Vehicle  Operators 

2.  SF  78,  Certificate  of  Medical  Examination 

3.  GSA  1293,  Application  for  Motor  Vehicle'Operator's  Identifi¬ 
cation  Card  (SF  46) 

Authority  tor  maintenance  of  the  system:  40  U.S.C.  491 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  5  U.S.C.  522a  (aK7)  and  provided  for  in  5 
U.S.C.  552a  (b)  (3),  are  described  in  the  Appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoting  of  records  in  the  system: 

Storage:  Paper 

Retrlevability:  Name 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2.). 

System  managers)  and  address:  The  Director  of  Personnel  at  18th 
and  F  Streets,  NW,  Washington,  DC  20405 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
the  designated  official  or  from  their  personnel  officer  at  the  ap¬ 
propriate  address  listed  in  the  Appendix  for  the  Office  of  Personnel 
following  the  notice  GSA/OAD  22  or  from  the  Director  of  Person¬ 
nel  at  the  address  noted  above,  whichever  applicable.  Former  em¬ 
ployees  may  obtain  information  from  the  personnel  officers  at  the 
addresses  listed  in  the  appendix. 

Record  accem  procedures:  Requests  from  current  employees  to 
gain  access  to  information  pertaining  to  them  should  be~  directed  to 
the  designated  official  or  to  their  personnel  officer  at  the  ap¬ 
propriate  address  listed  in  the  Appendix  for  the  Office  of  Personnel 
following  the  notice  GSA/OAD  22  or  to  the  Director  of  Personnel 
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at  the  address  noted  above,  whichever  applicable.  Former  em¬ 
ployees  should  direct  requests  to  the  appropriate  personnel  officer 
at  the  address  listed  in  the  Appendix.  For  identification  require¬ 
ments  refer  to  the  agency  regulations  as  outlined  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA  rules  for  access  to  systems  of 
records,  contesting  the  contents  of  a  system  of  record  and  appeal¬ 
ing  initial  determin-  nations  are  promulgated  in  41  CFR  IOS-64, 
published  in  the  Federal  Register. 

Record  source  categories:  The  employee,  designated  officials  and 
physicians. 

GSA/OAD  27 

System  name:  Roster  of  GSA  Officials  (GSA  Form  2177) 
GSA/OAD. 

System  location:  This  system  of  records  is  maintained  by  the 
Director  of  Management  Services,  18th  and  F  Streets,  NW, 
Washington,  DC  and  .by  the  regional  Management  Services  Divi¬ 
sions  as  listed  in  the  appendix  following  notice  GSA/OAD  28. 

Categories  of  individuals  covered  by  the  system:  GSA-Officials  at 
Division  Director  level  and  above. 

Categories  of  records  in  the  system:  Name,  organizational  title, 
home  address,  home  phone,  office  phone.  The  purpose  of  this 
system  is  to  provide  current  directory  in-  formation  on  key  GSA 
Regional  office  officials  to  the  Central  Office  contact  point  for 
weekends,  holidays,  and  emergencies  and  to  provide  a  system  for 
maintaining  continuing  liaison  be-  tween  Central  Office  and  the  Re¬ 
gional  offices. 

Authority  for  maintenance  of  the  system:  The  Federal  Property 
and  Administrative  Services  Act  of  1949,  63  Stat.  377,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  5  U.S.C.  522a  (aK7)  and  provided  for  in  5 
U.S.C.  S22a(b)(3),  are  described  in  the  appendix  following  the  GSA 
Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper. 

Retrievability:  Name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  will  be  stored  in  lockable  metal  file  cabinets  or  in  secured 
areas. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  official  responsible  for  this 
system  is  the  Director  of  Management  Services,  18th  and  F  Streets, 
NW,  Washington,  DC.  Since  this  is  a  geographically  dispersed 
system,  individuals  may  gain  access  to  it  by  contacting  the  officials 
at  locations  as  listed  in  the  appendix  following  notice  GSA/OAD- 
28. 

Notification  procedure:  Employees  may  obtain  information  as  to 
whether  they  are  part  of  this  system  of  records  from  the  Director 
of  Manapemeiit  Services  or  the  Regional  Administrators  at  the  ad¬ 
dresses  listed  in  the  appendix  following  notice  GSA/OAD  28. 

Record  access  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contesting  records  from 
the  Director,  Office  of  Management  Services,  or  Regional  Director, 
Management  Services  Division,  as  shown  in  the  appendix  following 
notice  GSA/OAD  28. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Information  supplied  by  individual. 

GSA/OAD  28 

System  name:  Essential  Residence  Telephone  Service  GSA/OAD. 

System  location:  This  system  of  records  is  maintained  by  the 
Director  of  Management  Services,  I8th  and  F  Streets,  NW, 
Washington,  DC  and  by  the  remonal  Management  Services  Divi¬ 
sions  as  listed  in  the  appendix  following  notice  GSA/OAD  28. 

Categories  of  individuals  covered  by  the  system:  GSA  employees 
whose  assigned  functions  and  responsibilities  dictate  that  telephone 
service  dunng  an  emergency  is  essential. 


Categories  of  records  in  the  system:  Contains  the  name,  home 
phone,  and  the  address  of  the  individual.  The  purpose  of  this 
system  is  to  provide  essential  telephone  service  to  key  employees 
during  emergencies. 

Authority  for  maintenance  of  the  system:  The  Federal  Property 
and  Administrative  Services  Act  of  1949,  63  Stat.  377,  as  amended. 

Routine  uses  of  records  maintained  in  the  systepi,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  5  U.S.C.  522a  (a)  (7)  and  provided  for  in  5 
U.S.C.  552a  (b)  (3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper. 

Retrievability:  Indexed  by  name. 

Safegua^:  When  not  in  use  by  an  authorized  person,  these 
records  will  be  stored  in  lockable  metal  file  cabinets  or  in  secured 
areas. 

Retenthm  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  nianager(s)  and  address:  The  official  responsible  for  this 
system  is  the  Duector  of  Management  Services,  18th  and  F  Streets, 
NW,  Washington,  DC  20405.  Since  this  is  a  geographically 
dispersed  system,  individuals  may  gain  access  to  it  by  contacting 
the  officials  at  locations  as  listed  in  the  appendix  following  notice 
GSA/OAI3-28. 

Notification  procedure:  Employees  may  obtain  information  as  to 
whether  they  are  included  in  this  system  from  the  applicable 
Director,  or  Regional  Director  at  addresses  as  listed  in  the  appendix 
following  notice  GSA/OAD  28. 

Record  access  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contesting  records  from 
the  Dirrotor,  Office  of  Man^ment  Services,  or  Regional  Director, 
Management  Services  Division,  as  shown  in  the  appendix  following 
notice  GSA/OAD  28. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Information  provided  by  individual. 

Appendix  GSA/OAD  address  of  locations 

Central  Office  -  Office  of  Management  Services 
18th  &  F  SU.,  NW 
Washington,  DC  20405 

Region  1  -  Director  of  Management  Services 
Post  Office  Square 
Boston,  Massachusetts  02109 

Region  2  -  Director  of  Management  Services 
26  Federal  Plaza 
New  York,  New  York  10007 

Region  3  -  Director  of  Management  Services 
7th  A  D  Sts.,  SW 
Washington,  DC  20407 

Region  4  -  Director  of  Management  Services 
1776  Peachtree  Street  NW  ^ 

Atlanta,  Georgia  30309 

Region  5  -  Director  of  Management  Services 
219  South  Dearborn  Street 
Chicago,  Illinois  60604 

Region  6  -  Director  of  Management  Services 
1500  E.  Bannister  Road 
Kansas  City,  Missouri  64131 

Region  7  -  Director  of  Management  Services 
819  Taylor  Street 
Fort  Worth,  Texas  76102 

Region  8  -  Director  of  Management  Services 
Building  41  -  Denver  Federal  Center 


( 
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Denver,  Cc^rado  8022S 

Rf  ^ion  9  •  Director  of  Management  Services 
49-4th  Street 

San  Francisco,  CaUfomia  94103 

Region  10  -  Director  of  Management  Services 
GSA  Center 

Auburn,  Washington  98002 

GSA/OAD  29 

System  name:  Disbursement  and  accounts  payable  files  GSA/OAD. 

System  locathm:  The  system  is  located  in  the  General  Services 
Administration  Central  Office  service  and  staff  offices  and  other 
GSA  offices  at  the  addresses  listed  in  the  appendix  following  notice 
GSA/OAD  34. 

Categories  of  indlvMnals  covered  by  the  system:  Current  and 
former  employees. 

Categories  of  records  in  the  system:  The  system  provides  for  re¬ 
porting  each  account’s  status.  Accord-  ingly  recoils  may  include 
but  are  not  limited  to  luune,  address,  telephone  number,  vendor 
identification  number,  and  social  security  number. 

Anthority  for  maintenance  of  the  system:  31  USC  65  et  seq. 

RontiiM  nses  of  records  maintained  in  the  system,  inclnding  catego¬ 
ries  of  Hsers  and  the  purposes  of  such  nses:  To  the  extent  necessary 
the  records  are  available  outside  GSA  to  monitor  and  document  ad¬ 
verse  action  proceedi^,  advise  on  credit  inquiries,  and  also  those 
Routine  Uses  contained  in  the  appendix  following  the  GSA 
Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  card  files. 

Retrievability:  Filed  alphabetically  by  name  or  identifying 
number. 

Safegaards:  Stored  in  guarded  buildings  and/or  in  areas  controlled 
by  authorized  personnel. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  maaagerfs)  and  addrem:  Director  of  Finance,  General  Ser¬ 
vices  Administration,  18th  A  F  Streets,  NW,  Washington,  DC 
20403. 

Notifieation  procedure:  Individuals  may  obtain  infonnation  about 
whether  they  are  part  of  this  system  of  records  from  the  finance 
office  at  the  appropriate  address  listed  in  the  appendix  following 
notice  GSA/OAD  34  or  the  Director  of  Finance  at  the  General  Ser¬ 
vices  Administration.  18th  A  F  Streets,  NW,  Washington,  DC 
20405,  whichever  is  appIkaUe. 

Record  accem  procedarcs:  Request  to  access  records  should  be 
directed  to  the  finance  officer  at  the  appropriate  address  listed  in 
the  appendix  following  notice  GSA/OAD  34.  Inquiries  should  pro¬ 
vide  full  name,  social  security  number,  vendor  number,  address, 
and  telephone  number  and  appropriate  dates  and  transactions  giving 
rise  to  the  record.  For  identification  requirements,  refer  to  the 
agency  regulations  as  outlined  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  the  initial 
determinations  are  promul^ted  in  41  CFR  105-64  pubhriied  in  the 
Federal  Register. 

Record  soorce  categories:  The  individuals  themselves,  employees, 
other  agencies,  management  officials  and  non-Federal  sources  such 
as  private  firms. 

GSA/OAD  30 

System  name:  Accounts  receivable  claims  files  GSA/OAD. 

Syatm  locathm:  The  system  is  located  in  the  General  Services 
Administration  Central  Office  service  and  staff  offices  and  other 
GSA  offices  at  the  addresses  listed  in  the  appendix  following  notice 
GSA/OAD  34. 

Categories  of  tndividnals  covered  by  the  system:  Current  and 
former  employees. 

Categortes  o(  records  in  the  system:  The  system  provides  for  re¬ 
porting  each  account’s  status.  Accord-  ingly  reconls  nuy  include 
m  are  not  limited  to  name,  address,  telephone  number,  vendor 
identification  number,  and  social  security  number. 

Aalberfty  for  malntmanrr  of  the  qrstem:  31  USC  65  et  seq. 


Routine  uses  of  records  maintained  in  the  system,  inclnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  the  extent  necessary 
the  records  are  available  outside  GSA  to  monitor  and  document  ad¬ 
verse  action  proceedi^s,  advise  on  credit  inquiries,  and  also  those 
Routine  Uses  contained  in  the  appendix  following  the  GSA 
Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stomge:  Paper  records  in  file  folders  and  card  files  and  magnetic 
ta(>e  files. 

Retrievability:  Filed  alphabetically  by  name  or  identifying 
number. 

Safeguards:  Stored  in  guarded  buildings  and/or  in  areas  controlled 
by  authorized  personnel. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  maaagerf*)  and  addrem:  Director  of  Finance,  General  Ser¬ 
vices  Administration,  18th  A  F  Streets,  NW,  Washington,  DC 
20405. 

Notification  procedure:  Individuals  may  obtain  information  about 
whether  they  are  part  of  this  system  of  records  from  the  finance 
office  at  the  appropriate  address  listed  in  the  appendix  following 
notice  GSA/OAD  34  or  the  Director  of  Finance  at  the  General  Ser¬ 
vices  Administration,  18th  A  F  Streets,  NW,  Washington,  DC 
20405,  whichever  is  applicable. 

Record  accem  procedures:  Request  to  access  records  should  be 
directed  to  the  finance  officer  at  the  appropriate  address  listed  in 
the  appendix  fc^wing  notice  GSA/OAD  34.  Inquiries  should  pro¬ 
vide  full  name,  social  security  number,  vendor  number,  address, 
and  telephone  number  and  a(^ropriate  dates  and  transactions  giving 
rise  to  the  record.  For  identification  requirements,  refer  to  agency 
regulations  as  outlined  in  41  CFR  105-M. 

Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  the  initial 
determinations  are  promul^ted  in  41  CFR  105-M  published  in  the 
Federal  Register. 

Record  source  categortes:  The  individuals  themselves,  employees, 
other  agencies,  management  officials  and  non-Federal  sources  such 
as  private  firms. 

—  GSA/OAD  31 
System  name:  Travel  System  GSA/OAD 

System  location:  This  system  is  located  in  the  General  Services 
Administration  (GSA)  Central  Office  service  and  staff  offices  and 
other  GSA  offices  at  the  addresses  listed  in  the  appendix  following 
notice  GSA/OAD  34. 

Categortes  of  iadhidnals  covered  by  the  system:  Individuals  in¬ 
clude  employees  and  former  employees  of  GSA  and  other  indepen¬ 
dent  offices  and  conunissions,  such  as  Presidential  commissions, 
serviced  by  GSA  including  Uk^  persons  other  than  full  time  em¬ 
ployees  authorized  to  travel  on  Government  business. 

Categortes  of  records  in  the  system:  This  system  provides  control 
over  expenditure  of  funds  for  travel  and  related  expenses.  There¬ 
fore.  provisions  are  made  to  authorize  travel,  provide  and  account 
for  advances,  and  to  pay  for  travel  costs.  In  this  connection,  the 
system  contains  records  which  may  include,  but  are  not  limited  to, 
name,  social  security  number,  residence  address,  dependents  names 
and  ages,  duty  stations  and  itinerary. 

AuthorRy  for  maintenance  of  the  system:  5  USC  5701  -  5709 

Rontfaw  nsm  of  records  maintained  la  the  system.  Including  catego¬ 
rtes  of  users  and  the  pnrptMes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defmed  in  5  U.S.C.  552a  and  provided  for  in  5 
U.S.C.  552a  (bK3).  are  described  in  the  appendix  following  the  GSA 
Notices. 

Pollcks  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  qrstem: 

Storage:  Paper  records  in  file  folders  and  card  files  and  magnetic 
tape  files. 

Retrievability:  Filed  alphabetically 

Safeguards:  Stored  in  guarded  buildings  and/or  in  areas  controlled 
by  authorized  personnel. 

Retentioa  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 
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System  maiiager(s)  and  address:  Director  of  Finance,  General  Ser¬ 
vices  Administration.  1 8th  &  F  Streets.  NW,  Washington,  DC 
2040S. 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor  or  finance  office  at  the  appropriate  address  listed 
in  the  appendix  or  from  the  Director  of  Finance  at  the  General  Ser¬ 
vices  Administration,  18th  &  F  Streets,  NW,  Washington,  DC 
2040S,  whichever  is  applicable.  Former  employees  may  obtain  in¬ 
formation  from  the  finance  office  at  the  appropriate  address  listed 
in  the  appendix  following  notice  GSA/OAD  34. 

Record  accen  procedures:  Request  to  access  records  from  current 
employees  should  be  directed  to  the  employees’  supervisor,  the  ap¬ 
propriate  regional  finance  offices,  or  to  the  Director  of  Finance  at 
the  address  listed  in  the  appendix  following  notice  GSA/OAD  34. 
Former  employees  should  direct  requests  to  access  records  to  the 
appropriate  regional  finance  officer  or  to  the  Director  of  Finance  at 
the  address  listed  in  the  appendix  following  notice  GSA/OAD  34. 
For  written  request,  former  employees  should  provide  full  name, 
social  security  number,  address,  and  telephone  number  and  approx¬ 
imate  dates  and  places  of  employment.  For  identification  require¬ 
ments,  refer  to  the  agency  regulations  as  outlined  in  41  CFR  105-64. 

Coutestiag  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  105-64  published  in  the 
Federal  Register. 

Record  source  categories:  The  individuals  themselves,  other  em¬ 
ployees,  supervisors,  other  a^ncies,  managemrat  officials  and 
non-Federal  sources  such  as  private  firms. 

GSA/OAD  32 

System  name:  Manpower  and  Payroll  Statistics  System  (MAPS) 

System  location:  The  system  is  located  in  the  General  Services 
Administration  Central  Office  service  and  staff  offices  and  other 
GSA  offices  at  the  addresses  listed  in  the  appendix  following  notice 
GSA/OAD  34. 

Categories  of  Individuals  covered  by  the  system:  Individuals  in¬ 
clude  employees  and  former  employees  of  the  General  Services 
Administration  including  those  persons  in  intern,  youth  employment 
and  work  study  programs. 

Catiporles  of  records  in  the  system:  The  Manpower  and  Payroll 
Statistic  System  (MAPS)  is  a  comprehensive  computerized  payroll 
service  and  personnel  statistics  information  system  with  the  dual 
purposes  of  paying  employees  salaries,  and  providing  for  related 
accounting  and  statistic^  reporting.  Thus,  MAPS  achieves  multiple 
benefits  from  each  data  element  introduced  into  the  system  which 
is  patently  designed  to  meet  payroll  and  personnel  statistics  needs 
of  all  types  and  sizes  of  government  depart-  ments,  agencies,  bu¬ 
reaus  and  commissions.  To  accomplish  ^e  above,  MAPS  can  and 
does  provide  a  number  of  outputs  to  the  payroll  office  such  as  a 
comprehensive  payroll,  detail  accounting  distribution  of  costs,  an¬ 
nual  •  LWOP  •  sic!  leave  data  reports  summary,  an  employee’s 
statement  of  earnings  deductions  and  leave  every  payday  for  each 
employee,  state  and  city  unemployment  compensation  report,  quar¬ 
terly  Federal  and  state  tax  reports.  Form  941-FICA  a^  taxable 
wages,  W-2  wage  and  tax  statements  and  produces  reports  of 
withholdings  and  contributions. 

For  the  personnel  office.  MAPS  produces  reports  such  as  an  or¬ 
ganization  roster,  classification  survey  lists,  retention  register, 
retirement  eligibility  list,  mandatory  retirement  lists,  report  of 
Federal  civilian  employment,  personnel  change  listing,  length  of 
service  and  awards  lists,  and  listing  of  within  gi^e  increases. 

Records  consist  of  information  accumulated  by  operatii^  offi¬ 
cials  as  well  as  personnel  and  finance  officials  in  administering 
payroll  and  personnel  matters  for  or  about  employees.  In  addition 
the  system  contains  data  necessary  to  perform  detail  accounting 
distributions  and  to  automatically  provide  for  such  tasks  as  mailing 
checks  and  bonds,  and  preparing  and  mailing  tax  returns  and  re¬ 
ports.  Accordingly  the  system  contains  a  large  number  of  records 
which  may  include,  but  are  not  limited  to,  name,  social  security 
number,  date  of  birth,  sex,  region  and  agency,  veterans  preference, 
tenure  group,  service  computation  date,  physcial  handicap,  agency 
transferred  to  (former  employee),  position  title,  position  class 
number,  supervisory  code,  organization  location,  geographic  loca¬ 
tion  •  state  or  continent,  geographic  location  •  city,  geographic  loca¬ 
tion  •  county  or  country,  type  of  appointment,  occupation  code, 
pay  plan,  grade,  step,  annual  sa^ry-table,  hourly  salary,  second 
shut  differential-rate,  third  shift  differential-  rate,  post  dufeienital. 


quarters  allowance,  cost  of  living  allowance,  hazardous  duty  al¬ 
lowance,  within-grade  beginning  date,  days  worked  since  last  step 
increase,  date  of  next  wiUiin-grade  eligibility,  within-grade  withheld 
date,  fuU-time/part-time  intermittent  code,  pay  rate  determinate, 
employment-limits  expiration  date,  employment-limits  total  hours, 
employment-limits  balance  of  hours,  employment-limits  total  salary, 
employment-limits  balance  of  salary.  Government  life  insurance 
code,  type  of  retirement  status  code,  normal  hours,  accounting-dis¬ 
tribution  fund  code  (designates  specific  appropriation  or  revolving 
fund  to  be  charged),  accounting-distribution  allotment  or  general 
ledger  account,  accounting-distribution  location  facility,  accounting- 
distribution  cr^t  code,  accounting-distribution  object  class,  wage 
board  shift  differentials,  sick  leave  award,  in-out  of  D.C.,  retire¬ 
ment  annuity,  date  of  last  pay  period,  state  tax  code,  state  tax  ex¬ 
emptions,  Federal  tax  exemptions.  Federal  tax  marital 
status/options  or  additonal  withholdings.  Federal  employee  health 
benefits  plan  number.  Federal  employee  health  benehts  employee 
share  of  costs,  balance  of  terminal  leave  repayment,  per  pay  period 
terminal  leave  repayment,  balance  of  Internal  Revenue  levy,  per 
pay  period  Internal  Revenue  levy,  union  codes  and  dues,  charity 
codes  and  amounts,  other  deduction  code  and  amount,  residence 
code,  shift  code,  severance  pay-total  entitle  and  unpaid  balance, 
check  mail  code,  premium  pay  percent  code,  savings  allotments- 
deduction  amounts,  constant  for  deducting  regular  Government  life 
insurance,  wage  board  schedule  number,  days  worked  calendar 
year-to-date,  review  dat^etail,  review  date-temporary  promotion, 
review  date-temporary  position,  position  occupation,  promotion  ex¬ 
ception,  U.S.  citizenship.  Federal  employees  h^th  benefits 
Govenunent  share  of  costs,  competitive  service  level,  permanent 
from  date,  entered  on  duty  ^te,  date  entered  present  grade,  proba¬ 
tionary  period  beginning  date,  educatiorud  level,  degree-year, 
academic  discipline,  city  tax  code,  city  tax  deduction,  city  tax 
deduction  (calendar  year-to-date),  military  retired  pay  grade,  milita¬ 
ry  service  retired  from,  military  retirement  date,  calendar  year-to- 
date  (cytd)  base  salary,  cytd  night  differential,  cytd  overtime  pay, 
cytd  holiday  pay,  cytd  Sunday  premium  pay,  cytd  post  differential, 
cytd  quarters  allowance,  cytd  cost  of  living,  cytd  awards,  cytd  edu¬ 
cation  allowance,  cytd  terminal  leave,  cytd  other  eaniings,  cytd 
gross  pay,  cytd  retirement,  cytd  Federal  tax.  cytd  savings  bond, 
cytd  HCTA  deduction,  cytd  FICA  gross,  cy^  Internal  Revenue 
levy,  cytd  leave  repayment,  cytd  union  dues,  cytd  charity  deduc¬ 
tions.  cytd  savings  allotments,  cytd  health  insurance-  employee 
share  a^  Government  share,  cytd  state  taxes,  cytd  Government 
life  insurance  employee  deduction  and  Government  deduction,  cytd 
other  deductioru,  cytd  net  pay,  cytd  severance  pay,  leave  category, 
annual  leave  (AL)  ceiling,  AL  carry-over,  AL  crated,  AL  used 
year-to-date  (ytd),  AL  cr^t  balance,  AL  earned  ytd,  AL  earned 
balance,  sick  legve  (SL)  carry-over.  SL  credited  ytd,  SL  used  ytd. 
SL  balance,  compensatory  leave  (CL)  earned  ytd,  CL  used  ytd,  CL 
balance,  leave  without  pay  (LWOP)  used  ytd,  LWOP  us^  since 
date  shown  for  last  step  iiKraase.  LWOP  carry-over,  absent 
without  authorized  leave  (AWOL)  us^  ytd,  AWOL  used  since  last 
step  increase,  military  leave  (ML)  ytd,  court  leave  ytd,  other  leave 
ytd,  net  terminal  leave  hours,  ML  used  prior  year,  bond  denomina¬ 
tion,  bond  deduction,  bond  accumulated  balance,  bond  direct  mail 
code,  bond  designee  number  (refers  to  an  individual),  bond 
designee  counter  (shows  which  designee  is  to  appear  on  next  bond 
issu^),  bond  issue  date,  Mr.  -  Mrs.  -  Miss  code,  bond  owner  name 
(may  employee  or  another  person  such  as  a  child),  bond  owner 
social  security  number,  bond  address  line  I,  bond  address  line  2, 
bond  address  line  3,  W-2  street  address,  W-2  city-state-zip  codes, 
savings  allotments  (SA)  institution  name,  SA  bank  identification, 
SA  bank  employee  account  number,  SA  address  line  1.  SA  bank 
address  line  1,  SA  bank  address  line  2,  SA  bank  zip  code,  net  pay 
deposit  for  employee  (NPD)  bank  name,  NPD  employee  account 
number.  NPD  batik  idratification  -  composite  checks,  NPD  bank 
address  line  1.  NPD  bank  address  line  2,  NPD  bank  zip  code, 
payroll  check  direct  mail  address  and  zip  code  pay,  and  hours  his¬ 
tory  by  payroll  and  also  year-to-date  cumulative  pay  and  hours 
records. 


Authority  for  UMiutcnancc  of  the  syatca:  5  USC,  Part  III 
Routine  uses  «f  records  maiatateed  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Routine  uses  of  records 
maintained  in  the  system  shall  include  providing  a  copy  of  an  em¬ 
ployee’s  Department  of  the  Treasury  Form  W-2,  Wage  and  Tax 
Statement,  to  the  State,  city,  or  other  local  jurisdiction  which  is 
authorized  to  tax  the  employee’s  compensation.  The  record  will  be 
provided  in  accordance  with  a  withholding  agreement  between  the 
State,  city,  or  other  local  jurisdiction  and  the  Department  of  the 
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Treasury  pursuant  to  S  U.S.C.  SSI6,  5317,  and  SS20,  or  in  the 
absence  tnereofe  in  response  to  a  written  request  from  an  ap¬ 
propriate  official  of  the  taxing  jurisdiction  to  Uk  Director  of  Ad¬ 
ministration,  General  Services  Administration  (B),  Washington,  DC 
20405.  The  request  must  include  a  copy  of  the  applicable  statute  or 
ordinance  authorizing  the  taxation  of  the  compensation  and  should 
indicate  whether  the  authority  of  the  jurisdiction  to  tax  the  em¬ 
ployee  is  based  on  place  of  residence,  place  of  employment,  or 


Pursuant  to  a  withholding  agrement  between  a  city  and  the  De¬ 
partment  of  the  Treasury  (5  U.S.C.  5520),  copies  of  executed  city 
tax  withholding  certificates  shall  be  furnished  the  city  in  response 
to  a  written  request  from  an  appropriate  city  official  to  the  Director 
of  Administration,  General  Services  Administration  (B),  Washing¬ 
ton,  DC  20405.. 

To  the  extent  necessary,  records  are  available  outside  GSA  to 
monitor  and  document  grievance  proceedings,  EEO  complaints, 
and  adverse  actions;  to  provide  references  to  other  agencies  and 
persons  for  employees  seeking  employment  elsewhere;  to  conduct 
counseling  sessions;  and  to  prepare  biographical  sketches  of  em¬ 
ployees  for  release  to  other  agencies  and  persons.  Some  routine 
uses  of  MAPS  output  data  is  shown  by  examples  listed  below: 

1.  SF  1150  Leave  transcript:  The  SB  1150  is  printed  when  an 
employee  separates  from  an  agency  and  is  transferred  along  with 
the  employee  to  wherever  his  destination  may  be.  This  is  the  prima¬ 
ry  vehicle  by  which  an  employee's  leave  is  transferred  from  one 
agency  to  another.  Information  is  provided  for  annual  and  sick 
leave,  military  leave,  health  benefits  and  Government  life  in¬ 
surance; 

2.  Alphabetical  listing  of  employees:  The  alphabetical  listing  is  a 
monthly  general  use  printout  of  all  employees  arranged  alphabeti¬ 
cally  by  last  name.  The  listing  contains  information  of  interest  to 
both  payroll  and  personnel,  and  it  serves  as  a  handy  reference  in 
place  of  the  official  personnel  folders  to  locate  employees,  verify 
employment  and  to  supply  basic  employment  information  to  answer 
questions  for  credit  and  other  purposes  outside  GSA; 

3.  Alpha  listing  of  employees  by  service:  This  report  is  identical 
to  the  alphabetical  listing  of  employees  except  that  is  sorted  by  the 
service  in  which  the  employee  is  located.  ITie  report  contains  the 
basic  personnel  employment  record  for  each  listed  employee;  there¬ 
fore,  the  report  is  used  in  the  same  manner  as  the  alpha^tical  list¬ 
ing  of  employees  to  locate  employees,  verify  employment,  and  to 
supply  basic  employment  information  for  credit  and  other  purposes 
rather  than  refer  to  an  employee's  official  personnel  folder; 

4.  Organization  Roster.  The  organizational  roster  is  a  monthly 
listing  of  ail  employees  by  their  organizational  location.  A  separate 
report  is  produced  for  the  Central  Office  and  each  of  the  ten  re¬ 
gions.  The  uses  of  this  listing  are  the  same  as  those  for  the 
alphabetical  listing  of  employees  and  the  alpha  listing  of  employees 
by  service  except  this  report  is  better  for  showing  an  accurate  pic¬ 
ture  of  the  organizational  structure  of  an  office  or  other  units; 

5.  Retention  register:  The  retention  register  is  a  listing  of  all  em¬ 
ployees  grouped  by  the  factors  which  determine  retention  rights  for 
reduction  in  force,  RIF,  purposes; 

6.  Executive  health  maintenance  list:  The  executive  health  main¬ 
tenance  list  is  a  listing  of  all. employees  over  40  years  of  age  who 
are  qualified  for  the  Executive  Health  Maintenance  Program  ac¬ 
cording  to  paramaters  set  by  each  region.  The  listing  is  available 
upon  request  to  management  officials  and  Health  Unit  officials  on 
a  need-to-know  basis;  and  also  those  Routine  uses  contained  in  the 
appendix  following  the  GSA  Notices; 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  card  files,  microfilm 
records  in  reels  and  cabinets,  magnetic  tapes  and  cards  in  cabinets 
and  storage  libraries,  computer  records  within  a  computer  and  at¬ 
tached  equipment. 

Rctrievability:  Filed  alphabetically  by  name,  by  social  security 
number,  or  both  methods  at  each  focation  for  each  person. 

Safcgnards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  containers  or  in  secured  rooms. 


Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  Director  of  Finance,  General  Ser¬ 
vices  Administration,  18th  &  F  Streets,  NW,  Washington,  DC 
20405. 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  office  at  the  appropriate 
address  listed  in  appendix  following  notice  GSA/OAD  34  or  from 
the  Director  of  Personnel  or  the  Director  of  Finance  at  General 
Services  Administration,  18th  &  F  Streets,  NW,  Washington,  DC, 
20405,  whichever  is  applicable.  Former  employees  may  obtain  in¬ 
formation  from  the  Director  of  Personnel  or  the  Director  of 
Finance  at  the  address  listed  above. 

Record  access  procedures:  Requests  to  access  records  from  cur¬ 
rent  employees  should  be  directed  to  the  employees'  supervisor  or 
to  the  personnel  or  finance  officer  at  the  address  in  the  appendix 
noted  below  or  to  the  Director  of  Personnel  or  the  Director  of 
Finance,  at  the  address  noted  above,  whichever  is  applicable. 
Former  employees  should  direct  requests  to  access  records  to  the 
personnel  or  finance  officer  at  the  proper  address  listed  in  appendix 
following  notice  GSA/OAD  34  or  the  Director  of  Personnel  or  the 
Director  of  Finance  at  the  addresses  noted,  whichever  is  applicable. 
For  written  requests,  former  employees  should  provide  full  name, 
social  security  number,  address,  and  telephone  number,  and  ap¬ 
proximate  dates  and  places  of  employment.  For  identification 
requirements,  refer  to  the  agency  regulations  as  outlined  in  41  CFR 
105-64. 

Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  105-64,  published  in  the 
Federal  Register. 

Record  source  categories:  The  individuals  themselves,  other  em¬ 
ployees,  supervisors,  other  agencies  management  officials  and  non- 
Federal  sources  such  as  private  firms. 

GSA/OAD  33 

System  name:  Employee  payroll  and  time  and  attendance  reporting 
system 

System  location:  The  system  is  located  in  the  General  Services 
Administration  Central  Office  service  and  staff  offices  and  other 
offices  wherever  there  are  timekeepers  and  at  the  addresses  listed 
in  the  Appendix  following  notice  GSA/OAD  34. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  employees. 

Categories  of  records  In  the  system:  The  system  provides  for  re¬ 
porting  each  employee's  status  as  either  on  the  job  time  or  as  paid 
or  unpaid  leave  time  including  absences  without  authorized  leave. 
Acco^ingly  records  include  but  are  not  limited  to  name,  home  ad¬ 
dress,  telephone  number,  work  location,  social  security  number, 
hours  of  duty  and  attendance  information  for  processing  of  the  data 
to  the  Manpower  and  Payroll  Statistics  System 

Authority  for  maintenance  of  the  system:  5  USC  Part  III 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  the  extent  necessary 
the  records  are  available  outside  GSA  to  monitor  and  document 
grievance  proceedings,  EEO  complaints  and  adverse  actions;  to 
conduct  counseling  sessions;  and  also  those  Routine  Uses  con¬ 
tained  in  the  appendix  following  the  GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  card  files. 

Retrievahility:  Filed  alphabetically  by  name 

Safeguards:  Stored  in  guarded  buildings  and/or  in  areas  controlled 
by  authorized  personnel. 

Retention  and  disposal:  Disposition  of  records  shaU  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (^AD  P  1820.2). 

System  managerfs)  and  addrem:  Director  of  Finance,  General  Ser¬ 
vices  Administration,  18th  &  F  Streets,  NW,  Washington,  DC 
20405. 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  p^  of  this  system  of  records  from 
their  supervisor  or  finance  office  at  the  address  in  the  appendix 
reference  below  or  from  the  Director  of  Finance  at  the  General 
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Services  Administration,  1 8th  &  F  Streets,  NW.  Washington,  DC 
20405,  whichev«F-is  applicable.  Former  employees  may  ^tain  in¬ 
formation  from  the  finance  office  at  the  appropriate  address  listed 
in  the  appendix  following  notice  GSA/OAD  34  or  from  the  Director 
of  Finance  at  the  address  listed  above. 

Record  access  procedures:  Request  to  access  records  from  current 
employees  should  be  directed  to  the  employees’  supervisor  or  to, 
the  finance  officer  at  the  address  in  the  appendix  referenced  belovT 
or  to  the  Director  of  Finance,  at  the  address  noted  above, 
whichever  is  applicable.  Former  employees  should  direct  requests 
to  access  records  to  the  finance  officer  at  the  appropriate  address 
listed  in  the  appendix  following  notice  GSA/OAD  34  or  to  the 
Director  of  Finance  at  the  address  noted,  which  ever  is  applicable. 
For  written  request,  former  employees  should  provide  full  name, 
social  security  number,  address,  and  telephone  number,  and  ap¬ 
proximate  dates  and  places  of  employment.  For  identification 
requirements,  refer  to  the  agency  regulations  as  outlined  in  41  CFR 
105-64. 

Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  105-64  published  in  the 
Federal  Register. 

Record  source  categories:  The  individuals  themselves,  other  em¬ 
ployees,  supervisors,  other  a^ncies,  management  officials  and 
non-Federal  sources  such  as  pnvate  firms. 

GSA/OAD-34 

System  name:  Employee  Credit  Reports  GSA/OAD 

System  location:  The  system  is  located  in  the  General  Services 
Administration,  Office  of  Finance,  Financial  Management  Division, 
Credit  and  Finance  Branch,  1 8th  &  F  Streets,  NW,  Wqshington, 
DC  20405. 

Categories  of  individuals  covered  by  the  system:  Present  and 
former  employees  who  have  refused  to  abide  by  the  terms  of  their 
training  agreement  and/or  other  employment  related  contracts,  and 
thereby  have  incurred  a  liability  to  the  Government.  If  appropriate, 
similar  information  will  be  gathered  on  spouses. 

Categories  of  records  in  the  system:  The  categories  are  as  follows: 
Name  and  address;  age;  number  of  dependents;  name  of  employer; 
nature  of  business;  position  held/length  held;  full  time  or  part-time 
employment;  prospects  for  con-  tinned  permanent  employment;  net 
worth  and  what  it  consists  of;  annual  earned  income;  additional  in¬ 
come;  reputation;  credit  record;  financial  record  and  personal  histo¬ 
ry.  Records  are  used  in  GSA  to  investigate  employees  who  have 
defaulted  on  employment  related  contracts. 

Authority  for  maintenance  of  the  system:  31  U.S.C.  951-953 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Referred  to  GAO.  Also 
may  be  transferred  for  the  routine  uses  listed  in  the  appendix  fol¬ 
lowing  the  GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  records  for  both  GSA  and  the  contractor  will  be 
stored  on  paper. 

Retrievahility:  The  records  within  the  system  will  be  kept  in 
alphabetical  order  by  name. 

Safeguards:  All  correspondence  between  GSA  and  the  contractor 
will  be  secured  in  a  locked  cabinet  in  the  Credit  and  Finance 
Branch.  Only  those  people  designated  authority  will  handle  this 
data.  The  contractor  will  retain  his  records  in  a  secured  office. 

Retention  and  disposal:  Disposal  is  in  accordance  with  HB  GSA 
Record  Maintenance  and  Disposition  System  (OAD  P  1820.2). 

System  mani^cr(s)  and  address:  Chief,  Credit  and  Finance 
Branch,  Financial  Management  Division,  Office  of  Finance,  OAD, 
18th  &  F  Streets,  NW,  Washington,  DC  20405. 

Notification  procedure:  Infomation  may  be  obtained  from  official 
listed  above. 

Record  access  procedures:  Procedures  for  contesting  records  are 
contained  in  41  CfFR  105-64.  . 

Contesting  record  procedures:  Procedures  for  access  to  records 
'  are  contained  in  in  41  CFR  105-64.  \ 

Record  source  categories:  Credit  companies,  individuals,  em¬ 
ployers/supervisors,  former  employers,  banks  and  GSA  contracted 
credit  investigators. 

Appendix  GSA/OAD  Addresses  of  Locations 


Central  Office 

Office  of  Administration 
Office  of  Finance 
GS  Building,  Room  3131 
18th  &  F  Streets  NW 
Washington,  DC  20405 

Automated  Data  and  Telecommunications  Service 
Financial  Management  Division 
GS  Building,  Room  1204 
1 8th  &  F  Streets  NW 
Washington,  DC  20405 

Office  of  Preparedness 
Executive  Director 
GS  Building,  Room  4241 
18th  &  F  Streets  NW 
Washington,  DC  20405 

Federal  Supply  Service 
Office  of  Executive  Director 
Crystal  Mall  Buildi^  4 
1941  Jefferson  Davis  Highway 
Room  nil 
Arlington,  VA  20406 

National  Archives  and  Records  Service 
Office  of  Executive  Director 
Archives  Building 
7th  &  Pennsylvania  Avenue  NW 
Room  108 

Washington,  DC  20408 

Public  Buildings  Service 
Office  of  Executive  Director 
GS  Building,  Room  6340 
18th  &  F  Streets  NW 
Washington,  DC  20405 

Regional  Offices 

Region  1 
Finance  Division 
General  Services  Administration 
John  W.  McCormack 
Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 
Finance  Division 
General  Services  Administration 
26  Federal  Plaza 
New  York,  NY  10007 

Region  3 
Finance  Division 
General  Services  Administration 
7th  A  D  Streets  SW 
Washington,  DC  20407 

Philadelphia  Area  Office 
William  J.  Green,  Jr. 

Federal  Building 

600  Arch  Street,  Room  7250 

Philadelphia,  PA  19102 

Baltimore  Area  Office 
Federal  Building,  Room  I  lOB 
Baltimore,  MD  21201 

Region  4 

Finance  Division 
General  Services  Administration 
1776  Peachtree  Street  NW 
Atlanta,  GA  30309 

Region  5 

Finance  Division 

General  Services  Administration 
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230  South  Dearborn  Street 
Chicago.  IL  60604 

Region  6 
Finance  Division 
General  Services  Administration 
ISOO  E.  Bannister  Road 
Kansas  City.  MO  641 31 

St.  Louis  Area  Office 
9700  Page  Boulevard 
Overland.  MO  63132 

Region  7 
Finance  Division 
General  Services  Administration 
819  Taylor  Street 
Fort  Worth.  TX  76102 

Region  8 
Finance  Division 
General  Services  Administration 
Denver  Federal  Center  Bldg.  41 
Denver,  CO  8022S  ^ 

Region  9 
Finance  Division 
General  Services  Administration 
S2S  Market  Street 
San  Francisco,  CA  9410S 

Stockton  Area  Office 
Building  414 
Rough  and  Ready  Island 
Stockton,  CA  95204 

Region  10 
Finance  Division 
General  Services  Administration 
GSA  Center 
Auburn,  WA  98002 

GSA/OAD  35 

System  name:  Discrimination  Complaint  File,  GSA/OAD 

System  location:  The  system  is  located  in  the  GS  Building.  18th 
and  F  Streets,  NW  Washington.  DC  20405,  and  in  the  regioiul  of¬ 
fices  located  at  the  addresses  listed  in  the  appendix  following  the 
notice  GSA/  OAD  22. 

Catmnics  of  iadivkiuls  covered  by  the  system:  Individuals  in¬ 
clude  GSA  employees  or  applicants  for  employment  who  consult  an 
Equal  Employment  Opportunity  (EEO)  Counselor  concerning  al¬ 
legations  of  discrimination. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  or  documents  relating  to  a  decision  or  determina¬ 
tion  made  by  the  Agency  or  the  U.S.  Civil  Service  Commission  af¬ 
fecting  an  individual.  The  records  include,  but  are  not  limited  to, 
report  of  counseling,  investigation,  letters  or  notices  to  the  in¬ 
dividual,  record  of  hearings  when  conducted,  materials  placed  into 
the  record  to  support  the  decision  of  determination,  affidavits  or 
statements,  testimony  of  witnesses,  and  related  correspondence, 
opinions  and  recommendations. 

Authority  for  maintenance  of  the  system:  Executive  Orders  11478 
and  11141,  the  Equal  Employment  Opportunity  Act  of  1972,  and 
the  Age  Discrimination  in  Employment  Act  of  1967,  as  amended. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  nsers  and  the  pnrposes  of  such  uses:  lliese  records  and  infor¬ 
mation  in  the  records  may  be  used  to  adjudicate  an  appeal  or  com¬ 
plaint;  and  also  those  Routine  Uses  contained  in  the  appendix  fol¬ 
lowing  the  GSA  Notices. 

Policies  and  prUetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  file  folders,  binders  and 
index  cards. 

Retrievahllity:  These  records  are  indexed  by  the  names  of  the  in¬ 
dividuals  on  whom  they  are  maintained. 

Safeguards:  Records  are  located  in  lockable  metal  file  cabinets. 
Access  to  and  use  of  these  records  are  limited  to  those  persons 
whose  official  duties  require  such  access.  Personnel  screening  is 
employed  to  prevent  unauthorized  disclosures. 


Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

Syrtem  managcr(s)  and  addrem: 

Director.  Equal  Employment  Opportunity  Division 
General  Services  Administration 
18th  and  F  Streets,  NW 
Washington.  IX:  20405 

Notification  procedure:  Requests  from  individuals  as  to  whether 
they  are  part  of  this  system  should  be  addressed  to  the  official 
responsible  for  the  system,  or  to  the  appropriate  Regional  EEO  Of¬ 
ficer  at  the  address  listed  in  the  appendix  following  the  notice 
GSA/OAD  22. 

Record  accem  procedures:  Requests  from  individuals  for  access  to 
this  system  of  records  should  be  addressed  to  the  Director,  Equal 
Employment  Opportunity  Division  at  the  above  address  or  to  the 
appropriate  EEO  Officer  at  the  address  listed  in  the  appendix  fol¬ 
lowing  the  notice  GSA/OAD  22.  For  identification  requirement, 
refer  to  the  agency  regulations  as  outlined  in  41  CFR  105-^. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Individuals  to  whom  the  record  per¬ 
tains;  Agency  officials,  affidavits  or  statements  from  employee, 
testimony  of  witnesses,  official  documents  relating  to  the  request 
for  counseling,  appeal,  or  complaint,  and  correspondence  from 
specific  organizations  or  persons. 

GSA/OGC  2 

System  name:  Attorney  Placement,  GSA/OGC.  This  notice  covers  6 
unique  systems  of  records  of  related  subject  matter. 

System  location:  Each  system  is  located  in  one  of  the  following  6 
offices;  the  supervisor  in  each  of  these  6  offices  is  the  official  who 
sets  policies  and  procedures  for  the  records  in  his  own  office;  LS, 
and  the  Office  of  the  Regional  Counsels,  Regions  1^  2,5,6,  &  7.  See 
appendix  following  notice  OGC  6  for  addresses. 

Categories  of  Individuals  covered  by  the  system:  Each  of  the  6 
systems  covers  attorneys  and  law  students  applying  for  employ¬ 
ment 

Categories  of  records  in  the  system:  Each  of  the  6  systems  covers 
qualifications  of  applicants  for  legal  positions;  the  Deputy  General 
Counsel  for  Operations,  LS,  and  the  Regional  Counsels  for  Regions 
1,  2,  5,  6,  and  7  and  other  authorized  OGC  employees  use  the 
recoils  in  their  respective  offices  to  fiU  vacancies  and  new  posi¬ 
tions  with  qualified  applicants. 

Authority  for  maintenance  of  the  system:  Each  of  the  6  systems  is 
authorized  by  5  U.S.C.  3101  and  the  Federal  Property  and  Adminis¬ 
trative  Services  Act  of  1949  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  defined  in  5  U.S.C.  552a(aX7)  and  provided  for  in 
5  U.S.C.  552a(bX3),  are  described  in  the  appendix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposlag  of  records  in  the  system: 

Storage:  Paper. 

Retrievahllity:  Manual  by  name. 

Safeguards:  File  folders  are  kept  in  guarded  buildings  and 
releas^  only  to  authoized  persons. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  addrem:  The  system  managers  for  the  6 
systems  are  respectively:  Deputy  Genend  Counsel  for  Operations, 
LS;  and  Regional  Counsels,  Regions  1,  2.  5.  6,  and  7  for  records 
within  their  offices.  See  appendix  following  notice  OGC  6  for  ad¬ 
dresses. 

Notification  procedure:  GSA  notification  procedures  are  contained 
in  41  CFR  105-64. 

Record  accem  proccdnrm:  GSA  procedures  for  record  access  are 
contained  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA  rules  for  contesting  records 
are  contained  in  41  CIHl  105-64. 
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Record  source  categories;  Information  in  each  of  the  6  systems 
comes  from  one  of  the  following  sources:  Applicants,  placement 
offices,  interviewers. 

GSA/OGC  4 

System  name:  General  Law  Files,  GSA/OGC.  This  notice  covers  21 
unique  systems  of  records  involving  related  subject  matter. 

System  location:  The  General  Law  Files  of  OGC  are  divided  into 
21  unique  systems  of  related  subject  matter.  Each  system  is  located 
in  one  of  the  following  21  offices;  the  supervisor  in  each  of  these 
21  offices  is  the  official  who  sets  policies  and  procedures  for  the 
records  in  his  own  office: 

L,  LL,  LS,  LB,  LC,  LE,  LM,  LR,  LP,  LT,  LX,  and  Office  of 
the  Regional  Counsels,  Regions  I -10,  for  records  in  their  respective 
offices.  See  appendix  following  notice  OGC  6  for  addresses. 

For  information  on  the  location  of  specific  law  files  contact  LS 
at  the  address  listed  in  the  appendix. 

Categories  of  individuals  covered  by  the  system:  Each  of  the  21 
systems  covers  one  or  more  of  the  following  categories  of  in¬ 
dividuals: 

GSA  employees,  past  and  present;  other  agency  employees, 
members  of  the  public  (including  individuals,  corporations,  and 
firms);  witnesses  in  regulatory  proceedings;  persons  who  have 
made  Freedom  of  Information  and  Privacy  Act  requests  and  per¬ 
sons  about  whom  such  requests  have  been  made;  persons  involved 
in  litigation  with  GSA;  grievants  under  collective  bargaining  agree¬ 
ments;  appellants. 

Categories  of  records  in  the  system:  Each  of  the  21  systems 
covers  one  or  more  of  the  following  categories  of  records: 

Among  other  data,  name  of  individuals,  position  description, 
grade,  salary,  SSN,  work  history,  complaint,  history  of  the  case, 
applicable  law,  working  papers  of  attorney,  testimony  of  witnesses, 
background  investigation  materials,  records  subject  to  complaint, 
request,  or  litigation,  correspondence,  damage  reports,  contracts, 
accident  reports,  GSA  Form  1593,  SF  91,  SF  91  A,  SF  92, 
pleadings,  affidavits,  credit  ratings,  medical  diagnoses  and  prog¬ 
noses,  doctor’s  bills,  estimates  of  repair  costs,  invoices,  litigation 
reports,  financial  data.  Records  are  used  to  give  general  legal  ad¬ 
vice,  as  requested,  throughout  GSA,  and  to  prepare  attorneys  for 
hearings  and  trials,  to  reference  past  actions,  and  to  maintain  inter¬ 
nal  statistics. 

Authority  (or  maintenance  of  the  system:  Each  of  the  21  systems 
is  authorized  by  one  or  more  of  the  following  statutes  or  Executive 
Orders: 

Federal  Property  and  Administrative  Services  Act  of  1949,  63 
Stat.  377,  as  amended;  Freedom  of  Information  Act,  5  U.S.C.  552 
as  amended;  the  Privacy  Act  of  1974,  5  U.S.C.  552a;  5  U.S.C.,  Part 
II  (Civil  Service  Commission);  5  U.S.C.,  Chap.  33  (examination, 
selection  and  placement);  Equal  Employment  Opportunity  Act  of 
1972,  86  Stat.  103,  5  U.S.C.  5108,  5314-5316  and  42  U.S.C.  2000e, 
et.  seq.;  5  U.S.C.  7151-7154  (antidiscrimination  in  employment);  5 
U.S.C.,  7301  (regulation  of  conduct);  5  U.S.C.  7501,  note  (adverse 
actions);  5  U.S.C.,  Chapter  77  (appeals);  title  II  U.S.C. 

(bankruptcy);  Federal  Tort  Claims  A<;t,  28  U.S.C.  1291,  1346  (bXc), 
1402(b),  1504,  2110,  2401(b),  2402,  2411(b),  2412(c),  2671-2680;  1 
Stat.  515,  676,  31  U.S.C.  191  (debts  owed  by  or  due  to  U.S.); 
Federal  Claims  Collection  Act  of  1972,  80  Stat.  308-309,  31  U.S.CT. 
951-953;  78  Stat.  767,  768,  79  Stot.  789,  82  Stat.  998,  84  Stat.  412,  86 
Stat.  491,  31  U.S.C.  240-243  (settlement  of  claims);  E.O.  1166  Or¬ 
ganization  of  Executive  Agencies;  E.O.  10577,  Amending  the  Civil 
Service  Rules  and  Authorizing  a  new  Appointment  System  for  the 
Con^titive  Service;  E.O.  11491,  Labor-Management  Relations  in 
the  Federal  Service;  E.O.  11787,  Revoking  Executive  Order  10987, 
Relating  to  Agency  Systems  for  Appeals  from  Adverse  Actions. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  may  be 
released  to  the  Department  of  Justice  in  review,  settlement, 
defense,  and  prosecution  of  claims,  complaints,  and  law  suits  in¬ 
volving  contracts,  torts,  debts,  bankruptcy,  personnel  adverse  ac¬ 
tion,  EEO,  unit  determinations,  unfair  labor  practices,  and 
Freedom  of  Information  and  Privacy  Act  requests.  Other  routine 
uses  are  listed  in  the  appendix  following  the  GSA  notices. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper. 

Retrievability:  Manual,  by  name. 

Safeguards:  Records  are  stored  in  secured  buildings;  available  to 
authonzed  persons  only. 


Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2) 

System  manager(s)  and  address:  The  system  managers  for  the  21 
systems  are,  respectively: 

General  Counsel,  L;  Deputy  General  Counsel  for  Law,  LL; 
Deputy  General  Counsel  for  (Operations,  LS;  Assistant  General 
Counsels,  LB,  LC,  LE,  LM,  LP,  LR,  LT,  LX,  and  Regional  Coun¬ 
sels  for  Regions  l-IO.  See  appendix  following  notice  OGC  6  for  ad¬ 
dresses. 

Notification  procedure:  GSA  notification  procedures  are  contained 
in  41  CFR  105-64. 

Record  access  procedures:  GSA  procedures  for  record  access  are 
contained  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA  rules  for  contesting  records 
are  contained  in  41  CFR  105-64. 

Record  source  categories:  Information  in  each  of  the  21  systems 
comes  from  one  or  more  of  the  following  sources: 

Federal  employees  and  private  parties  involved  in  torts,  con¬ 
tracts,  personnel  actions,  unfair  labor  practices,  and  debts  concern¬ 
ing  the  Federal  Government;  general  law  texts  and  sources;  Dun 
and  Bradstreet  and  other  sources  of  financial  information;  law  en¬ 
forcement  officers;  witnesses,  and  others. 

GSA/OGC  5 

System  name:  General  personnel  files.  This  notice  covers  21  unique 
systems  of  records  involving  related  subject  matter. 

System  location:  These  files  are  divided  into  21  unique  systems  of 
related  subject  matter.  Each  system  is  located  in  one  of  the  follow¬ 
ing  21  offices;  the  supervisor  in  each  of  these  21  offices  is  the  offi¬ 
cial  who  sets  policies  and  procedures  for  the  records  in  his  own  of¬ 
fice:  L,  LS,  LA,  LB,  LC,  LE,  LM,  LP,  LT,  LR,  LX,  Office  of  the 
Regional  Counsels,  Regions  1-10.  See  appendix  following  notice 
OGC  6  for  addresses. 

Categories  of  Individuals  covered  by  the  system:  OGC  Central  Of¬ 
fice  employees  for  those  systems  in  the  offices  of  L,  LS,  LA,  LB, 
LC,  LE,  LM,  LP,  LT,  LR,'and  LX;  Regional  employees  for  those 
systems  in  the  Offices  of  the  Regional  Counsels,  Regions  1-10. 

Categories  of  records  in  the  system:  Each  of  the  21  systems 
covers  one  or  more  of  the  following  types  of  records  or  informa¬ 
tion:  Name,  title,  SSN,  DOB,  grade,  salary,  employment  history, 
home  address  and  telephone  number,  resume,  age,  marital  status, 
GSA  Form  834- Annual  Attendance  Record,  Form  1 349-Personai 
Data  Statement,  trans-  cripts,  OGC  employee  record,  applications, 
directories  of  attorneys,  news  clippings,  correspondence,  letters  of 
reference.  Records  are  used  in  the  agency  to  complete  agency 
forms  for  requests  for  personnel  actions,  security  clearances,  travel 
and  training  authorizations,  time  and  attendance  records,  reports, 
etc.  Also  used  for  issuing  passes,  motor  pool  ID,  etc.  Information 
is  used  ‘in  house’  for  personnel  evaluation  and  management. 

Authority  (or  maintenance  of  the  system:  Each  of  the  21  systems 
is  authorized  by  the  following  statutes:  5  U.S.C.,  generally;  Federal 
Property  and  Administrative  Services  Act  of  1949,  as  amended 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  each  of 
the  21  systems  is  disclosed  to  persons  outside  the  agency  for  veri¬ 
fying  employment  and  salary,  preparing  letters  of  reference  at  the 
request  of  the  employee,  making  travel  and  training  arrangements, 
and  furnishing  copies  of  performance  appraisals  to  other  govern¬ 
ment  agencies  when  employees  have  applied  for  jobs  elsewhere. 
Other  routine  uses  are  listed  in  the  appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Information  in  each  of  the  21  systems  is  stored  in  one  or 
more  of  the  following  manners:  In  paper  files,  in  the  General  Coun¬ 
sel’s  desk  book,  in  supervisors’  card  indices. 

Retrievability:  Information  in  each  of  the  21  systems  is  retrieved 
manually  by  name,  grade  or  title. 

Safeguards:  All  records  are  safeguarded  in  accordance  with  GSA 
Privacy  Regulations  contained  in  41  CFR  105-64. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2),  paragraph  9B25. 

System  manager(s)  and  address:  The  system  manager  for  each  of 
the  21  systems,  respectively,  is:  Gene  ral  Counsel,  L;  Deputy 


FEDERAL  REGISTER,  VOL.  41,  NO.  175 — WEDNESDAY,  SEPTEMBER  8,  1976 


38108 


GENERAL  SERVICES  ADMINISTRATION 


General  Counsel,  LS;  Administrative  Officer,  LA;  Assistant 
General  Counsels2  LB,  LC,  LE,  LM,  LP,  LR,  LT,  LX;  Regional 
Counsels.  Regions  I -10.  See  appendix  following  notice  (XjC  6  for 
addresses. 

Notification  procedure:  GSA  notification  procedures  are  contained 
in  41  CFR  105-64. 

Record  access  procedures:  GSA  procedures  for  record  access  are 
contained  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA  rules  for  contesting  records 
are  contained  in  41  CFR  105-64. 

Record  source  categories:  The  source  of  information  in  each  of 
the  21  systems  is  one  or  more  of  the  following:  Official  personnel 
records,  GSA  Personnel  and  Finance  Offices,  supervisors,  letters 
of  reference  or  commendation  furnished  by  agency  officials  or  per¬ 
sons  from  private  industry,  educational  information  supplied  by 
colleges  and  universities,  periodicals,  the  individual. 

GSA/OGC  6 

System  name:  Potential  employees  referred  by  members  of  the 
Legislative  and  Executive  branches  and  other  sources. 

System  location:  LC.  See  appendix  following  Notice  GSA/OGC  6 
for  address. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
employment  at  GSA. 

Categories  of  records  in  the  system:  Resumes,  applications, 
recommendations  and  replies,  previous  work  history,  reference 
checks,  and  notes.  Used  inside  the  agency  in  connection  with  litiga¬ 
tion  and  hearings. 

Authority  for  maintenance  of  the  system:  Civil  Service  Rule  5,  5 
CFR  5.1-5.4. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  appendix  following 
GSA  notices.  Also  may  transferred  to  CSC.  outside  counsel,  and 
respondents  in  connection  with  ongoing  litigation  and  hearings. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper. 

Retrievability:  Manually,  by  name. 

Safeguards:  Stored  in  locked  room  in  guarded  building,  accessible 
to  authorized  persons  only. 

Retention  and  disposal:  At  the  termination  of  all  litigation  and 
hearings  relevant  to  the  records,  records  will  be  integrated  into  in¬ 
dividual  Official  Personnel  Folders,  to  the  extent  possible.  The 
remaining  records  will  be  disposed  of  in  accordance  with  normal 
procedures. 

System  manager(s)  and  address:  Assistant  General  Counsel,  LC. 
See  appendix  following  Notice  GSA/OGC  6  for  address. 

Notification  procedure:  GSA  notification  procedures  are  contained 
in  41  CFR  105-64. 

Record  access  procedures:  GSA  procedures  for  record  access  are 
contained  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA  rules  for  contesting  records 
are  contained  in  41  CFR  105-64. 

Record  source  categories:  GSA  Personnel  Offices,  the  individual, 
persons  who  provided  references,  former  employees,  GSA  em¬ 
ployees  involved  in  personnel  work. 


(202)  566-0500 

LC  •  Assistant  General  Counsel 
Claims  and  Litigation  Division 
(202)  566-1594 

LE  -  AssisUmt  General  Counsel 
Preparedness  and  Policy  Division 
(202)  566-0528 

LM  -  Assistant  General  Counsel 
Labor  Law  Division 
(202)  566-1460 

LR  -  Assistant  General  Counsel 
Administration  and  Records  Division 
(202)  566-1460 

LT  -  Assistant  General  Counsel 
Regulatory  Law  Division 
(202)  566-0750 

LX  -  Assistant  General  Counsel 
Automated  Data  and  Telecommunica¬ 
tions  Division 
(202)566-1156 

Office  of  General  Counsel.  Central  Office  Division  located  at 
Crystal  Mall.  Building,  Room  819,  Washington.  DC  20406.  Business 
hours  are  7:45-4:15  EST.  — 

LP  -  Assistant  General  Counsel 
Procurement  Division 
(202)  557-8417 

Office  of  General  Counsel.  Regional  Offices,  located  at: 

Region  1  •  GSA  Regional  Counsel 
J.  W.  McCormack  P.O.  & 

Court  House 
Boston,  MA  02109 
(617)  223-2621 
8:20-4:50  EST 


Region  2  •  GSA  Regional  Counsel 
26  Federal  Plaza 
New  York.  NY  10007 
(212)  264-8306 
8:15-4:45  EST 

Region  3  -  GSA  Regional  Counsel 
7th  and  D  Streets.  SW 
Washington,  DC  20407 
(202)  963-4221 
8:15-4:45  EST 

Region  4  -  GSA  Regional  Counsel 
1776  Peachtree  Street,  NW 
Atlanta,  GA  30309 
(404)  526-5615 
8:00-4:30  EST 


Appendix  GSA/OGC  Address  of  Locations 
Ofnee  of  General  Counsel,  Central  Office  Divisions  located  at 
the  General  Services  Building,  18th  and  F  Streets,  NW,  Washing¬ 
ton,  DC  20405.  Business  hours  are  8:00-4:30  EST. 

L  -  General  Counsel 
(202)  566-1200 

LL  •  Deputy  General  Counsel  for  Law 
(202)  566-0050 

LS  -  Deputy  General  Counsel  for  Operations 
(202)  566-0681 

LA  •  Administrative  Officer 
(202)  566-0681 

LB  -  Assistant  General  Counsel 
Public  Buildings  Division 


Region  5  •  GSA  Regiorud  Counsel 
230  S.  Dearborn  Street 
Chicago,  IL  60604 
(312)  353-5392 
8:30-5:00  CST 

Region  6  -  GSA  Regional  Counsel 
1500  E.  Bannister  Road 
Kansas  City,  MO  64131 

(816)  926-7212 
8:00-4:30  CST 

Region  7  -  GSA  Regional  Counsel  . 
819  Taylor  Street 
Fort  Worth.  TX  76102 

(817)  334-i325 
7:45-4:15  CST 

Region  8  -  GSA  Regional  Counsel 
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Building  41 

Denver  Federal  Center 
Denver.  CO  80225 
(303)  234-3813 
7:30-4:00  MST 

Region  9  -  GSA  Regional  Counsel 
S2S  Market  Street 
San  Francisco,  CA  94105 
(415)  556-3963 
.  7:45-4:15  PST 

Region  10  -  GSA  Regional  Counsel 
GSA  Center 
Auburn,  WA  98002 
(206)  833-5225 
7:30-4:00  PST 

GSA/NARS  1 

System  name:  Researcher  Application  Files,  GSA/NARS 

System  location:  The  system  is  located  in  the  National  Archives 
Building,  Presiden-  tial  libraries,  Washington  National  Records 
Center,  National  Personnel  Records  Center,  Federal  records  cen¬ 
ters,  and  Federal  archives  and  records  centers.  The  addresses  are 
listed  in  the  appendix,  following  Notice  GSA/NARS  10. 

Categories  of  individuals  covered  by  the  system:  Researchers  who 
apply  to  use  records  in  the  National  Archives,  Presidential  libraries, 
and  records  centers. 

Categories  of  records  in  the  system:  Applications  to  use  records 
including  name,  address,  telephone  number,  occupation,  research 
topic,  education  level,  and  field  of  interest.  The  records  are  used 
by  officers  and  employees  of  GSA  who  have  a  need  for  the  records 
in  the  performance  of  their  duties  to  identify  and  record  the  in¬ 
dividuals  who  use  records  in  the  National  Archives  and  other 
repositories  listed  above,  to  provide  a  means  of  contacting  the  in¬ 
dividual  if  additional  information  of  research  interest  to  him  is 
found,  and  to  mail  notices  of  events  and  programs  of  interest  to 
users  of  the  records  in  the  National  Archives. 

Authority  (or  maintenance  of  the  system:  44  U.S.C.  2104. 

Routine  uses  o(  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  the 
records  as  defined  in  5  U.S.C.  552a(aK7)  and  provided  for  in  5 
U.S.C.  552a(bK3)  are  described  in  the  appendix  following  the  GSA 
notices. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  card  files  and  file  folders. 

Retrievahility:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

Retention  and  disposal:  Records  are  cut  off  annually,  held  one 
year  and  retired.  After  14  additional  years  they  are  destroyed. 
These  procedures  are  in  accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  agency  official' with  overall 
responsibility  for  the  system  of  records  is  the  Archivist  of  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW  Washington,  DC,  204M.  Officials  responsible 
for  the  geographically  dispersed  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  at  the  National  Archives  Build¬ 
ing,  the  Directors  of  the  Presidential  Libraries,  the  Directors  of  the 
Federal  Archives  and  Records  Centers,  and  the  Directors  of 
Federal  Records  Centers  at  the  addresses  listed  for  these  locations 
in  the  appendix,  following  Notice  GSA/NARS  10. 

Notification  procedure:  Information  may  be  obtained  from  the  of¬ 
ficials  cited  above  at  the  appropriate  repository  where  individuals 
have  used  records. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives,  the  directors  of  the  Presidential  libraries,  the 
directors  of  Federal  archives  and  records  centers,  or  the  directors 
of  Federal  records  centers,  depending  on  where  individuals  have 
used  records.  In  person  requests  may  be  made  during  normal  busi¬ 
ness  hours  listed  for  each  location  in  the  appendix,  following 
Notice  GSA/NARS  10.  For  written  requests,  the  individual  should 


provide  full  name,  address,  and  telephone  number,  and  the  approxi¬ 
mate  dates  records  were  used.  For  personal  visits,  the  individual 
should  be  able  to  provide  some  acceptable  identifi-  cation  such  as 
driver’s  license  or  student  or  employee  identification.  Only  general 
inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  found  in  41  CFR  105-64. 

Record  source  categories:  Researchers. 

GSA/NARS  2 

System  name:  Reference  request  files,  GSA/NARS 

System  location:  The  system  is  located  in  the  National  Archives 
Building,  Presi-  dential  libraries,  Washington  National  Records 
Center,  National  Personnel  Records  Center,  Federal  records  cen¬ 
ters,  and  Federal  archives  and  records  centers.  The  addresses  are 
listed  in  the  appendix,  following  Notice  GSA/NARS  10. 

Categories  of  individuals  covered  hy  the  system:  Researchers  and 
correspondents,  requesting  information  from  the  records  in  the  Na¬ 
tional  Archives,  Presidential  libraries,  and  records  centers. 

Categories  of  records  in  the  system:  Correspondence,  reference 
service  slips,  receipts  for  money,  deposit  account  records, 
reproduction  orders,  reference  logs,  lending  files,  and  reference 
files  pertaining  to  requests  for  infor-  motion,  including  all  or  parts 
of  the  following:  requester’s  name,  address,  telephone  number,  oc¬ 
cupation,  research  topic,  education  level,  and  field  of  interest.  Bio¬ 
graphical  material  relating  to  individuals  who  are  the  subject  of  the 
reference  inquiries  may  also  be  included.  The  records  are  used  by 
officers  and  employees  of  GSA  who  have  a  need  for  the  records  in 
the  performance  of  their  duties  to  record  individual  requests  for  in¬ 
formation  and  the  responses  to  those  requests;  to  maintain  control 
over  information  requests  received  and  answered;  to  enable  later 
contact  with  the  requester  if  required;  to  assist  in  the  preparation 
of  standard  replies  to  similar  questions;  to  facilitate  preparation  of 
statistical  and  other  reports;  to  establish  researcher  accounta-  bility 
for  records;  to  maintain  control  of  records  being  used;  to  record 
payment  for  reproduction  orders  and  funds  placed  on  deposit;  to 
record  loans  of  materials  or  records  from  the  above  locations;  to 
monitor  Freedom  of  Information  Act  requests  and  prepare  reports; 
and,  when  requested  by  the  individual  researcher,  to  write  recom¬ 
mendations  for  researchers  applying  for  grants  or  employment. 

Authority  for  maintenance  of  the  system:  44  U.S.C.  2104  and  2907. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uaes:  The  routine  uses  of  the 
records  as  defined  in  5  U.S.C.  552a(aK7)  and  provided  for  in  5 
U.S.C.  552a(bK3)  are  described  in  the  appendix  following  the  GSA 
notices. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  card  files  and  file  folders. 

Retrievahility:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards,  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

Retention  and  disposal:  Records  which  are: 

(1)  created  in  the  administration  of  loans  of  materials  are  cut  off 
after  the  return  of  the  materials,  held  one  year,  and  destroyed; 

(2)  created  in  the  process  of  providing  reference  service  by  mail 
are  cut  off  annually,  held  two  years,  and  destroyed. 

(3)  created  in  the  process  of  providing*  records  to  researchers  in 
the  National  Archives  research  rooms  are  cut  off  annually,  held 
one  year,  and  retired.  After  14  additional  years  they  are  destroyed. 

These  procedures  are  in  accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System  (OAD  P  1820.2). 

System  managers)  and  addrem:  The  agency  official  with  overall 
responsibility  for  the  system  of  records  is  the  Archivist  of  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW  Washington,  DC,  20408.  Officials  responsible 
for  the  geographically  dispersed  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  at  the  National  Archives  Build¬ 
ing.  the  Directors  of  the  Presidential  Libraries,  the  Directors  of  the 
Federal  Archives  and  Records  Centers,  and  the  Directors  of 
Federal  Records  Centers  at  the  addresses  listed  for  these  locations 
in  the  appendix,  following  Notice  GSA/NARS  10. 
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NodfkatkM  procedwt:  Informatioii  may  be  obtained  from  the  of¬ 
ficials  cited  a^ve  at  the  appropriate  repository  where  individuals 
have  used  records  or  directed  inquiries.  The  addresses  are  listed  in 
the  appendix,  foHOwing  Notice  GsA/NARS  10. 

Record  access  procedures;  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives,  the  directors  of  the  Presidential  libraries,  the 
directors  of  Federal  archives  and  records  centers,  or  the  directors 
of  Federal  records  centers,  depending  on  where  individuals  used 
records  or  directed  inquiries.  In  person  requests  may  be  made  dur¬ 
ing  normal  business  hours  listed  for  each  location  in  the  appendix, 
foUowing  Notice  GSA/NARS  10.  For  written  requests,  the  in¬ 
dividual  should  provide  full  name,  address,  and  telephone  number, 
and  the  approximate  dates  of  the  correspondence  or  trans-  action. 
For  personal  visits  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  driver’s  license  or  student  or  em¬ 
ployee  identification.  Only  general  inquires  may  be  made  by 
telephone. 

Contesting  record  procedures:  Contesting  record  procedures: 
GSA/NARS  rules  for  access  to  records  and  for  contesting  the  con¬ 
tents  and  appealing  initial  determinations  are  found  in  41  CFR  lOS- 
64. 

Record  source  categories:  Researchers,  correspondents,  and  em¬ 
ployees  of  the  Nationid  Archives. 

GSA/NARS  3 

System  name:  Donors  of  historical  materials  files,  GSA/NARS 

System  location:  The  system  is  located  in  the  National  Archives 
Building  and  the  Presidential  libraries.  The  addresses  are  listed  in 
the  appendix,  following  Notice  GSA/NARS  10. 

Categories  of  individuals  eovered  by  the  system:  Donors  and 
potential  donors  of  papers  or  other  historical  materials  to  the  Na¬ 
tional  Archives  and  Presidential  libraries. 

Categoiin  of  records  in  the  system:  Correspondence,  deeds  of 
gift,  deposit  agreements,  accession  files,  accession  cards,  adminis¬ 
trative  files,  inventory  of  museum  objects,  oral  history  use  agree¬ 
ments,  tapes,  and  transcripts,  all  of  which  relate  to  the  solicitation 
and  preservation  of  donations.  Also  included  are  biographical  data 
on  donors  as  well  as  their  addresses,  telephone  numbers,  and  occu¬ 
pations.  The  records  are  primarily  used  by  officers  and  employees 
of  GSA  who  have  a  ne^  for  tte  records  in  the  performance  of 
their  duties  to  record  solicitation  efforts  and  accessioning  of  papers 
and  other  historical  materials  for  preser-  vation  in  the  above  loca¬ 
tions;  to  maintain  control  over  the  acces-  sions  program;  to 
facilitate  future  solicitations  of  gifts;  to  record  deeds  of  to 
record  agreements  of  use. 

Antborlty  for  nmintcnancc  of  the  system:  44  U.S.C.  2107  and  2108. 

Routiac  nses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of 
records  as  defined  in  5  U.S.C.  5S2a(aX7)  and  provided  for  in  S 
U.S.C.  SS2a(bX3)  include  releasing  biographi-  material  about 
donors  and  prospective  donors  to  Uie  public  as  well  as  the  routine 
uses  described  in  the  appendix  foUowing  the  GSA  notices. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retafadng, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders;  sound  recordings. 

Retrievahlllty:  Filed  alphabeticaUy  at  each  location  by  name  of 
individual  donor. 

Safeguards:  Buildings  employ  security  guards,  and  records  and 
other  materials  are  maintained  in  areas  accessible  only  to 
authorized  persoiuiel  of  NARS. 

Retention  and  disposal:  Records  are  permanent.  These  procedures 
are  in  accordance  with  the  HB,  GSA  Records  Maintenance  and 
CMsposition  System  (OAD  P  1820.2). 

System  managrr(s)  and  addrem:  The  agency  official  with  overaU 
responsibiUty  for  tte  system  of  records  is  the  Archivist  of  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW,  Washington,  DC  20408.  Officials  responsible 
for  the  geographkaUy  dispers^  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  and  the  Assistant  Archivist  for 
Presidential  Libraries  at  the  National  Archives  Building,  and  the* 
Directors  of  the  Presidential  Libraries.  The  addresses  are  listed  in 
the  appendix  following  Notice  GSA/NARS  10. 

NotMcalion  procedure;  Information  may  be  obtained  from  tte  of¬ 
ficials  cited  a&>ve  at  the  appropriate  repository  where  individuals 
have  donated  materials  or  from  which  they  have  received  requests 


for  donationis.  The  addresses  are  Usted  in  the  appendix,  foUowing 
Notice  GSA/NARS  10. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives  or  the  Assistant  Archivist  for  Presidential  Libraries 
or  the  directors  of  Presidential  Ubraries  dependiitg  on  which  reposi¬ 
tory  the  individual  has  been  associated  with.  In  person  requests 
may  be  made  during  normal  business  hours  Usted  for  each  location 
in  the  appendix,  following  Notice  GSA/NARS  10.  For  written 
requests,  the  individual  should  provide  fuU  name,  address,  and 
telephone  number,  and  the  approximate  dates  of  the  correspon¬ 
dence  or  transaction.  For  personal  visits  the  individ-  ual  should  be 
able  to  provide  some  acceptable  identification  such  as  driver’s 
license,  employee  identification  card,  etc.  Only  general  inquiries 
may  be  made  by  telephone. 

Contesting  record  procedures:  GSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents  and  appeaUng  initial  deter¬ 
minations  are  found  in  41  CFR  103-64. 

Record  source  categories:  Donors,  potential  donors,  and  em¬ 
ployees  of  the  National  Archives. 

GSA/NARS  4 

System  name:  National  and  Regional  Archives  Advisory  Council 
files,  GSA/NARS. 

System  location:  The  system  is  located  in  the  National  Archives 
Building,  the  Federal  arcUves  and  records  centers,  and  the  regional 
archives  headquarters.  The  addresses  are  Usted  in  the  appendix, 
foUowing  Notice  GSA/NARS  10. 

Categories  of  individuals  eovered  by  the  system:  Former,  current, 
and  prospective  Council  members. 

Categories  of  records  in  the  system:  Correspondence  with  and  bio¬ 
graphic  information  about  fomter,  current,  and  prospective  Coun- 
cU  members  including  aU  or  parts  of  the  ftdlowing:  name,  address, 
telephone  number,  ^ucation,  professional  vita,  and  pubUcations. 
The  records  are  used  by  officers  and  employees  of  GSA  who  have 
a  need  for  the  records  in  the  performance  of  their  duties  to  review 
professiotud  qualifies-  tions  of  prospective  CouncU  members;  to 
document  activities  of  the  Councils  themselves;  to  conduct  future 
correspondence  with  CouncU  members;  to  serve  as  a  mailing  list 
with  current  and  past  members;  to  record  the  iiuUvidual  CouncU 
members’  role;  and  to  help  formulate  CouncU  policy. 

Authority  for  maintcuance  of  the  system:  3  U.S.C.,  Appendix  I, 
Section  8. 

Routiac  uses  of  records  maintaiurd  tai  the  system,  iacluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Biographical  nuterial 
relating  to  CouncU  members  is  made  available  to  the  public  for  pur¬ 
poses  of  publicizing  the  membership  and  activities  of  the  CouncUs. 

Policies  and  pmcticcs  for  storing,  retrieving,  accessing,  retaining, 
and  dispoafug  of  records  In  the  system: 

Storage;  Paper  records  in  file  folders. 

Rctrievablllty:  Filed  alphabeticaUy  at  each  location  by  name  of 
individual. 

Salagaards:  Buildings  employ  security  giiards,  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

Retention  and  disposal:  Records  are  cut  off  after  each  meeting, 
held  five  years,  and  offered  to  the  National  Archives  (Regional 
councU  files  are  destroyed  after  five  years).  These  procedures  are 
in  accordance  with  tte  HB,  GSA  Records  Maintenance  and 
Disposition  System  (OAD  P  1820.2) 

System  mauagrr(s)  and  address;  The  agency  official  with  overaU 
responsibility  for  the  system  of  records  is  the  Archivist  of  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW,  Washington,  DC  20408.  Officials  responsible 
for  the  geographicaUy  dispersed  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  and  the  Assistant  Archivist  for 
Educational  Programs  at  the  National  Archives  Building,  the 
Directors  of  the  Federal  Archives  and  Records  Centers  a^  the 
NARS  Regional  Commissioners.  The  addresses  are  Usted  in  the  ap¬ 
pendix  foUowing  Notice  GSA/NARS  10. 

Notification  proeednre:  Infonnation  may  be  obtained  from  the  of¬ 
ficials  cited  above  at  the  appropriate  location  in  the  region  where 
individuals  serve,  have  served,  or  might  serve  on  the  CouncU.  The 
addresses  are  Usted  in  the  appendix,  foUowing  Notice  GSA/NARS 
10. 
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Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives  or  to  the  Assistant  Archivist  for  Educational  Pro¬ 
grams,  the  regional  commissioners  or  the  directors  of  Federal 
archives  and  records  centers  depending  on  the  location  of  the 
Council  with  which  the  individual  has  l^en  associated.  In  person 
requests  may  be  made  during  normal  business  hours  listed  for  each 
location  in  the  appendix,  following  Notice  GSA/NARS  10.  For 
written  requests,  the  individual  should  provide  full  name,  address, 
telephone  number,  and  if  applicable,  dates  of  service.  For  personal 
visits  the  individual  should  be  able  to  provide  some  acc^table 
identification,  such  as  driver’s  license,  employee  identification 
card,  etc.  Only  general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  found  in  41  CFR  105-64. 

Record  source  categories:  Former,  current,  and  prospective  Coun¬ 
cil  members,  associates  of  Council  members,  and  employees  of  the 
National  Archives. 

GSA/NARS  5 

System  name:  Conference  and  related  activities  files,  GSA/NARS 

System  locatkm:  The  system  is  located  in  the  National  Archives 
Building,  the  Presidential  libraries,  Washington  National  Records 
Center,  National  Personnel  Records  Center,  Federal  records  cen¬ 
ters,  the  Federal  archives  and  records  centers,  and  NARS  regional 
headquar-  ters  offices.  The  addresses  are  listed  in  the  appendix, 
following  Notice  GSA/NARS  10. 

Cat^orlcs  of  ludlvMuals  covered  by  the  system:  Participants  or 
potential  participants  in  symposia,  conferences,  lectures,  etc.' 

Cate|ories  of  records  in  the  system:  Biographical  information 
about  individuals  involved  in  these  activ-  ities  including  the  in¬ 
dividual’s  name,  address,  telephone  number,  area  of  expertise, 
research  interest,  occupation,  education,  and  publications.  The 
records  are  used  by  officers  and  employees  of  GSA  who  have  a 
need  for  the  records  in  the  performance  of  their  duties  in  the  vari¬ 
ous  archival  programs  indicated  above;  to  provide  a  record  of 
previous  activities;  to  promote  the  use  of  archival  materials;  to  pro¬ 
vide  mailing  lists;  to  facilitate  publication  of  the  activity’s 
proceedings;  and  to  register  persons  attending  the  activity. 

Authority  lor  maintenance  of  the  system:  44  U.S.C.  2105 

Rontlnc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of 
records  as  defined  in  5  U.S.C.  552a(aK7)  and  provided  for  in  5 
U.S.C.  552a(bK3)  are  described  in  the  appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  card  files  and  file  folders. 

RetrlevabilUy:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

Retention  and  disposal:  Records  ate  cut  off  after  the  event,  held 
for  one  year,  and  destroyed.  These  procedures  are  in  accordance 
with  the  HB,  GSA  Records  Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

System  managerfs)  and  addrem:  The  agency  official  with  overall 
responsibility  for  tte  system  of  records  is  the  Archivist  of  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW,  Washington,  DC  20408.  Officials  responsible 
for  the  geographically  dispersed  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  and  the  Assistant  Archivist  for 
Educational  Programs  at  the  National  Archives  Building,  the 
Directors  of  the  Presidential  Libraries,  the  Directors  of  Federal 
Records  Centers,  and  the  Regional  Commissioners.  The  addresses 
are  listed  in  the  appendix  following  Notice  GSA/NARS  10. 

Notificatioa  procedure:  Information  may  be  obtained  from  the  of¬ 
ficials  cited  above  at  the  appropriate  location  which  sponsored  the 
activity  which  the  individi^  attended  or  in  which  he  partiepated. 
The  ^dresses  are  listed  in  the  appendix,  following  Notice 
GSA/NARS  10. 

Record  accem  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives,  the  Assistant  Archivist  for  Educational  Programs, 


the  directors  of  Presidential  libraries,  the  directors  of  Federal 
records  centers  or  the  regional  commissioners.  In  person  requests 
may  be  made  during  normal  busi-  ness  hours  listed  for  each  loca¬ 
tion  in  the  appendix,  foilowii^  Notice  GSA/NARS  10.  For  written 
requests,  the  individual  shmld  provide  full  name,  address, 
telephone  number,  and  the  dates  of  the  activity.  For  personal  visits 
the  mdividual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  a  driver’s  license  or  an  employee  identificatioo  card. 
Only  general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter- 
mination;  are  found  in  41  CFR  105-64. 

Record  source  categories:  Participants,  attendees,  and  employees 
of  the  National  Archives. 

GSA/NARS  6 

System  name:  Mailing  list  file^  GSA/NARS 

System  locatioo:  The  system  is  located  in  the  National  Archives 
Building,  Presi-  dential  libraries,  Washington  National  Records 
Center,  National  Personnel  Records  Center,  Federal  records  cen¬ 
ters,  Federal  archives  and  records  centers  and  NARS  regional 
headquarters  offices.  The  addresses  are  listed  in  the  appendix,  fol¬ 
lowing  Notice  GSA/NARS  10. 

Categories  of  indhriduals  covered  by  the  system:  Researchers, 
tourists,  government  officials,  professional  colleagues,  profes¬ 
sionals  in  related  fields,  such  as  wrarians,  teachers,  associates  of 
the  National  Archives,  and  others  with  an  interest  in  National 
Archives  activities. 

Categories  of  records  la  the  system:  Mailing  lists  include  primarily 
the  in^vidual’s  name  and  address.  Soto  lists  also  include 
telephone  number,  title,  occupation,  institutional  affiliation  and  in 
the  case  of  the  associates,  type  of  membership.  Records  are  used 
by  officers  and  employees  of  GSA  who  have  a  need  for  the  records 
in  the  performance  of  their  duties,  to  address  newsletters,  an¬ 
nounce-  ments,  programs,  and  materU  about  ^lecial  events;  to  bill 
researchers  for  reproduction  orders;  and  to  mail  press  releaM  and 
other  information. 

Authority  lor  mainteuancr  of  the  eyitem:  44  U.S.C.  2105,  2108, 
2307,  2902,  and  2904. 

Rontiae  asm  of  records  maiatained  ia  the  qrstem,  iaciadiag  catego- 
rim  of  asers  aad  the  parposm  of  each  ases:  Where  the  proposed  use 
is  compatible  with  the  purpose  for  which  the  mailing  fist  was  com¬ 
piled,  copies  of  the  lUts  are  occasionally  provkM  to  archival, 
historical,  and  records  management  associations  whose  purposes 
relate  to  the  programs  and  ainu  of  the  National  Archives  and 
Records  Service. 

Polkim  and  practiem  for  storing,  retrieving,  accesriag,  rrislning. 
aad  dispoeiag  of  records  In  the  ^stem: 

Storage:  Paper  records  in  card  files,  index  cards,  address  plates, 
magnetic  cards,  punch  cards,  cassettes,  magnetic  tape. 

RetrievabiUty:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

Rctentioa  aad  disposal:  Lists  are  reviewed  annually,  and  updated. 
Outdated  informatton  is  purged.  These  procedures  are  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  nmaagerfs)  and  addrtw:  The  age^y  official  with  overall 
responsibility  for  the  system  of  records  is  the  Archivist  ot  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW,  Washington,  DC  20408.  Officials  responsible 
for  the  geographically  dispersed  system  of  records  are  the  Assistant 
Archivist  for  the  Natioiud  Archives,  the  Assistant  Archivist  for 
I^sidential  Libraries,  the  Assistant  Archivist  for  Educational  Pro¬ 
grams  and  the  Assistant  Archivist  for  Records  Management,  all 
located  in  the  National  Archives  Btulding.  Other  offkuds  are  the 
Directors  of  the  Preridential  Libraries,  the  Directors  of  Federal 
Records  Centers,  Directors  of  Federal  Archives  and  Records  On- 
ters,  and  the  NARS  Regional  Commissioners.  The  addresses  for 
these  locations  are  listed  in  the  appendix  following  Notice 
GSA/NARS  10. 

Notification  piaccdnra:  Information  may  be  obtained  from  the  of¬ 
ficials  cited  aMve  at  the  appropriate  locatioo  in  which  the  in¬ 
dividual  has  expressed  an  interest  or  in  which  he  has  a  pTOntial  in¬ 
terest.  The  addresses  are  listed  in  the  appendix,  following  Notice 
GSA/NARS  10. 


nOHAL  REOISTEt,  VOL  41,  NO.  175 — ^WEDNESDAY,  SEPTEMBBt  8,  1976 


38112 


GENERAL  SERVICES  ADMINISTRATION 


Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives,  the  Assistant  Archivist  for  Presidential  Libraries, 
the  Assistant  Archivist  for  Educational  Programs,  the  Assistant 
Archivist  for  Records  Manage-  ment,  the  directors  of  the  Pre¬ 
sidential  libraries,  the  directors  of  the  Federal  records  centers, 
directors  of  Federal  archives  and  records  centers,  or  the  regional 
commissioners  depending  on  which  archives  activity  the  individual 
expressed  an  interest  in.  In  person  requests  may  also  be  made  dur¬ 
ing  normal  business  hours  listed  for  each  location  in  the  appendix, 
following  Notice  GSA/NARS  10.  For  written  requests,  the  in¬ 
dividual  should  provide  full  name,  address,  and  telephone  number, 
and  the  approximate  date  of  communication  with  the  repository. 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  a  driver's  license  or  employee 
identification  card.  Only  general  inquiries  may  be  made  by 
telephone. 

Contesting  record  procedures:  GSA/NARS  rules  for  access  to 
records,  for  contesting  the  contents,  and  for  appealing  initial  deter¬ 
minations  are  found  in  41  CFR  105-M. 

Record  source  categories:  Individuals  expressing  an  interest  in 
archives  activities  and  NARS  employees. 

GSA/NARS  7 

System  name:  Mandatory  review  of  classified  documents/request 
files,  GSA/NARS 

System  location:  The  system  is  located  in  the  National  Archives 
Building,  Presidential  libraries;  Washington  National  Records 
Center,  Federal  records  centers,  and  Federal  archives  and  records 
centers.  The  addresses  are  listed  in  the  appendix,  following  Notice 
GSA/NARS  10. 

Categories  of  individuais  covered  by  the  system:  Researchers 
requesting  mandatory  review  of  security  classified  documents. 

Categories  of  records  in  the  system:  Applications  requesting  man¬ 
datory  review  of  classified  documents  including  requestor's  name, 
address,  telephone  number,  occupation,  employer,  and  research 
topi(.  Records  are  used  by  officers  and  employees  of  GSA  who 
have  a  need  for  the  records  in  the  perfor-  mance  of  their  duties  to 
record  requests  for  access  to  security-  classified  records;  to  record 
status  of  each  mandatory  review  request;  to  assist  in  preparation  of 
monthly  reports  on  mandatory  declassification  review  requests;  and 
to  record  action  taken  on  requests. 

Authority  tor  maintenance  of  the  system:  Executive  Order  11652, 
June  1,  1972. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of 
records  as  defined  in  S  U.S.C.  SS2a(aK7)  and  provided  for  in  5 
U.S.C.  SS2a(bK3)  are  described  in  the  appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  card  files  and  file  folders. 

Retrlevability:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

Retention  and  disposal:  Records  are  cut  off  annually,  held  one 
year,  and  retired.  After  14  additional  years  they  are  destroyed. 
These  procedures  are  in  accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  agency  official  with  overall 
responsibility  for  tte  system  of  records  is  the  Archivist  of  the 
United  States  National  Archives  Building,  Eighth  and  Pennsylvania 
Avenue,  NW  Washington,  DC,  20408.  Officials  responsible  for  the 
geographically  dispersed  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  at  the  National  Archives  Build¬ 
ing,  the  Directors  of  the  Presidential  Libraries,  the  Directors  of  the 
F^eral  Archives  and  Records  Centers,  and  the  Directors  of 
Federal  Records  Centers  at  the  addresses  listed  for  these  locations 
in  the  appendix  following  Notice  GSA/NARS  10. 

Notifleation  procedure:  Information  may  be  obtained  from  the  of¬ 
ficials  cited  a^ve  at  the  appropriate  repository  where  individuals 
have  requested  mandatory  review  of  classified  records.  The  ad¬ 
dresses  are  listed  in  the  appendix,  following  Notice  GSA/NARS  10. 


Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives,  the  directors  of  the  Presidential  libraries,  directors 
of  Federal  archives  and  records  centers,  and  the  directors  of  the 
Federal  records  centers,  depending  on  where  the  individual 
requested  the  mandatory  review.  In  person  requests  may  also  be 
made  during  normal  business  hours  listed  for  each  location  in  the 
appendix,  following  Notice  GSA/NARS  10.  For  written  requests, 
the  individual  should  provide  full  name,  address,  telephone 
number,  and  the  approximate  dates  research  was  conducted.  For 
personal  visits  the  individual  should  be  able  to  provide  some  ac¬ 
ceptable  identification  such  as  driver's  license  or  employee  identifi¬ 
cation.  Only  general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA/NARS  rules  for  access  to 
records;  for  contesting  the  contents,  and  for  appealing  initial  deter¬ 
minations  are  found  in  41  CFR  lOS-M. 

Record  source  categories:  Researchers  who  have  requested  man¬ 
datory  review  of  records. 

GSA/NARS  8 

System  name:  Restricted  and  classified  records/access  authorization 
fUes,  GSA/NARS. 

System  location:  The  system  is  located  in  the  National  Archives 
Building,  Presidential  libraries,  Washington  National  Records 
Center,  National  Personnel  Records  Center,  Federal  records  cen¬ 
ters,  and  Federal  archives  and  records  centers.  The  addresses  are 
listed  in  the  appendix,  following  Notice  GSA/NARS  10. 

Categories  of  individuals  covered  by  tbe  system:  Researchers  who 
apply  to  use  agency-restricted  or  classified  records  in  the  National 
Archives,  Presidential  libraries,  and  records  centers. 

Categories  of  records  in  the  system:  Applications  and  letters  of 
authorization  to  use  restricted/  classified  records,  including  name, 
address,  telephone  number,  occupation,  employer,  security 
clearance,  social  security  number,  date  and  place  of  birth,  purpose, 
field  of  interest,  citizenship,  intention  to  publish,  and  type  of  publi¬ 
cation.  Records  are  used  by  officers  and  employees  of  GSA  who 
have  a  need  for  the  records  in  the  performance  of  their  duties  to 
control  access  to  restricted  materials;  to  maintain  a  record  of 
requests  for  access;  and  to  authorize  access  to  restricted/  classified 
matter. 

Authority  for  maintenance  of  the  system:  44  U.S.C.  2104. 

Routine  uses  of  records  maintained  in  the  sy^m,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of 
records  as  defined  in  S  U.S.C.  552a(aK7)  and  provided  for  in  5 
U.S.C.  552a(bK3)  include  disclosing  records  to  officials  of  the  agen¬ 
cies  whose  records  are  restricted  as  well  as  the  routine  uses 
described  in  the  appendix  following  the  GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  card  files  and  file  folders. 

RetrievabilHy:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

Retention  and  disposal:  Records  relating  to  private  individuals 
requesting  access  are  cut  off  annually,  held  one  year,  and  retired. 
After  14  additional  years  they  are  destroyed.  Records  relating  to 
agency  officials  requesting  access  are  destroyed  on  supersession  or 
obsolescence  of  the  authorization  document,  or  on  transfer  or 
separation  of  the  individual  concerned.  These  procedures  are  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  agency  official  with  overall 
responsibility  for  the  system  of  records  is  the  Archivist  of  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW  Washington,  DC,  204&.  Officials  responsible 
for  the  geographically  dispersed  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  at  the  National  Archives  Build¬ 
ing,  the  Directors  of  the  Presidential  Libraries,  the  Directors  of  the 
Federal  Archives  and  Records  Centers,  and  the  Directors  of 
Federal  Records  Centers  at  the  addresses  listed  for  these  locations 
in  the  appendix  following  Notice  GSA/NARS  10. 

Nodfkation  procedure:  Information  may  be  obtained  from  the  of¬ 
ficials  cited  atove  at  the  appropriate  repository  where  individuals 
have  applied  for  access  to  reco^s.  The  addresses  are  listed  in  the 
appemux,  following  Notice  GSA/NARS  10. 
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Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives,  the  directors  of  the  Presidential  libraries,  directors 
of  Federal  archives  and  records  centers,  or  the  directors  of  the 
Federal  records  centers,  depending  on  where  the  individuaTsub- 
mitted  his  application  for  access  to  the  records.  In  person  requests 
may  also  be  made  during  normal  business  hours  listed  for  each  lo¬ 
cation  in  the  appendix,  following  Notice  GSA/NARS  10.  For  writ¬ 
ten  requests,  the  individual  should  pro-  vide  full  name,  address, 
telephone  number,  and  the  approximate  dates  the  application  was 
made.  For  personal  visits  the  individual  should  be  able  to  provide 
some  acceptable  identification  such  as  driver’s  license  or  ei^loyee 
identification.  Only  general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  found  in  41  CFR  lOS-64. 

Record  source  categories:  Researchers  and  agency  officials. 

GSA/NARS  9 

System  name:  Authors  files,  GSA/NARS. 

System  location:  The  system  is  located  in  the  National  Archives 
Building,  the  Presidential  libraries,  and  the  Federal  archives  and 
records  centers.  The  addresses  are  listed  in  the  appendix,  following 
NoUce  GSA/NARS  10. 

Categories  of  individuals  covered  by  the  system:  Authors  whose 
publications  are  based  on  National  Archives  holdings,  and  authors 
who  have  submitted  manuscripts  which  have  been  published  or 
considered  for  publication  in  Prologue:  The  Journal  of  the  National 
Archives. 

Categories  of  records  in  the  system:  Biographical  information 
about  the  authors  including  such  information  as  name,  address, 
telephone  number,  occupation,  education,  and  research  interests, 
and  manuscript  copies  of  writings.  Records  are  used  by  officers 
and  employees  of  GSA  who  have  a  need  for  the  records  in  the  per¬ 
formance  of  their  duties  to  provide  an  indication  of  specific  areas 
of  interest  in  archival  holdings  and  the  extent  to  which  the 
scholarly  community  relies  on  National  Archives  holdings  as  prima¬ 
ry  source  material;  and  to  maintain  a  record  of  manu-  scripts  which 
l^logue  has  rejected,  or  accepted  and  published. 

Authority  for  maintenance  of  the  system:  44  U.S.C.  2307. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of 
records  as  defined  in  3  U.S.C.  3S2a(aK7)  and  provided  for  in  3 
U.S.C.  332a(bK3)  are  described  in  the  appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  card  files  or  file  folders. 

Retrievahility:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

Retention  and  disposal:  Records  are  cut  off  annually,  held  two 
years,  and  retired.  These  procedures  are  in  accordance  with  the 
HB,  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 

System  managerfs)  and  address:  The  agency  official  with,  overall 
responsibility  for  the  system  of  records  is  the  Archivist  of  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW,  Washington,  DC  204M.  Officials  responsible 
for  the  geographically  dispersed  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  and  the  Assistant  Archivist  for 
Educational  Programs  at  the  National  Archives  Building,  the 
Directors  of  the  Presidential  Libraries,  and  the  Directors  of  the 
Federal  Archives  and  Records  Centers.  The  addresses  are  listed  in 
the  appendix  following  Notice  GSA/NARS  10. 

Notification  procedure:  Information  may  be  obtained  from  the  of¬ 
ficials  cited  above  at  the  appropriate  repository  where  individuals 
have  used  records  or  submitted  manuscripts  for  publication.  The 
addresses  are  listed  in  the  appendix,  following  Notice  GSA/NARS 
10. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives,  the  Assistant  Archivist  for  Educational  Programs, 
the  directors  of  the  Presidential  libraries,  or  the  directors  of 


Federal  archives  and  records  centers.  In  person  requests  may  also 
be  made  during  normal  business  hours  listed  for  each  location  in 
the  appendix,  following  Notice  GSA/NARS  10.  For  written 
requests,  the  individual  should  provide  full  name,  address, 
telephone  number,  and  the  title  of  his  publication.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification  such  as  a  driver’s  license  or  an  employee  identifica¬ 
tion  card.  Only  general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA/NARS  rules  for  access  to 
records,  for  contesting  the  contents  and  appealing  initial  determina¬ 
tions  are  found  in  41  CFR  103-64. 

Record  source  categories:  Authors  and  National  Archives  em¬ 
ployees. 

GSA/NARS  10 

System  name:  Employee  related  files,  GSA/NARS. 

System  location:  The  system  is  located  in  the  National  Archives 
Building,  Presidential  libraries,  Washington  National  Records 
Center,  National  Personnel  Records  Center,  Federal  records  cen¬ 
ters,  Federal  archives  and  records  centers,  and  NARS  regional 
headquarters’  offices.  The  addresses  are  listed  in  the  appendix,  fol¬ 
lowing  Notice  GSA/NARS  10. 

Categories  of  individuals  covered  by  the  system:  Employees  and 
former  employees  of  the  National  Archives  and  Records  Service. 

Categories  of  records  in  the  system:  Documents  accumulated  by 
operating  officials  in  administering  personnel  matters  for  or  about 
employees,  including  but  not  limited  to,  name,  home  address, 
telephone  number,  work  location  and  telephone  number,  social 
security  number,  date  of  birth,  date  of  entry  on  duty,  salary,  grade, 
promotions,  within  grade  increases,  age,  education,  experience, 
biographical  data,  records  relating  to  attendance,  tardiness,  is¬ 
suance  of  passes  and  keys,  work  assignments,  performance,  work 
measurement,  counseling,  disciplinary  actions,  adverse  actions, 
conduct,  promotion  evaluations,  equal  employment  opportunity, 
labor  relations,  grkvances,  alcoholism,  security  clearances,  and  let¬ 
ters  of  reference  and  pictures.  Records  are  primarily  used  by  of¬ 
ficers  and  employees  of  GSA  who  have  a  need  for  the  records  in 
the  performance  of  their  duties  to  monitor  and  document  personnel 
actions;  determine  qualifications  for  promotion,  related  positions, 
and  specific  work  assignments;  for  the  convenience  of  the  Person¬ 
nel  Management  Division  and  supervisors  in  overseeing  employee 
activities;  to  evaluate  and  rate  peifor-  mance  of  employees;  to 
document  disciplinary  actions;  to  monitor  grievance  proceedings 
and  EEO  complaints;  to  prepare  for  adverse  actions;  to  prepare 
statistical  reports  to  measure  overall  performance  and  productivity 
of  all  employees;  to  conduct  counseling  sessions;  to  prepare  EEO 
reports;  to  prepare  staffing  patterns  and  determine  manpower 
requirements;  and  for  use  as  a  general  management  tool  to  oversee 
personnel  administration  of  the  organization. 

Authority  for  Bsaintcnance  ol  the  system:  3  U.S.C.,  Part  HI. 

Routiae  uses  of^^records  maiataiued  fai  the  system,  iuclnding  catego¬ 
ries  ol  users  and  the  purpooes  of  such  uses:  The  routine  uses  of 
records  as  defined  in  3  U.S.C.  332a(a)(7)  and  provided  for  in  3 
U.S.C.  332a(bK3)  include  disclosing  i^ormation  to  other  agencies 
and  persons  about  employees  seeking  new  employment  and  releas¬ 
ing  biographical  sketches  about  employees  to  other  agencies  or  per¬ 
sons  when  an  employee  activity  is  being  publicized  as  well  as  the 
routine  uses  described  in  the  appendix  following  the  GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoaing  of  records  in  the  qratem: 

Storage:  Paper  records  in  card  files  and  file  folders. 

Retrievahility:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

Retentioa  and  disposal:  Records  are  reviewed  annually,  docu¬ 
ments  are  updated,  and  irrelevant  documents  destroyed.  Records 
are  retained  until  employees  are  separated,  then  destroyed.  These 
procedures  are  in  accordance  with  the  HB,  GSA  Records  Main¬ 
tenance  and  Disposition  System  (OAD  P  1820.2). 

■  System  managerfs)  and  addrem:  The  agency  official  with  overall 
responsibility  for  the  system  of  records  is  the  Archivist  of  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW,  Washington,  DC  20408.  Officials  responsible 
for  the  geographically  disper^  system  of  records  are  the  Dir^tor, 
Personnel  Management  Division  at  the  National  Archives  Building 
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or  supervisors  of  the  employees  or  former  employees  at  all  loca¬ 
tions.  The  addresses  are  listed  in  the  appendix  following  Notice 
GSAfNARS  10. 

Nodfkation  procedure:  Current  employees  may  obtain  informa¬ 
tion  from  their  supervisor  at  the  appropriate  address  listed  in  the 
appendix,  following  Notice  GSA/NARS  10.  Former  employees  may 
obtain  information  from  the  Director,  Personnel  Management  Divi¬ 
sion,  at  the  address  listed  in  the  appendix,  following  Notice 
GSA/NARS  la. 

Record  access  procedures:  Requests  from  current  employees  to 
access  records  should  be  directed  to  the  employees’  supervisor  at 
the  appropriate  address  listed  in  the  appendix,  following  Notice 
GSA/N^ARS  10.  Former  employees  should  direct  requests  to  access 
records  to  the  Director,  Personnel  Management  Division,  at  the  ad¬ 
dress  listed  in  the  appendix,  following  Notice  GSA/NARS  10.  For 
written  requests,  former  employees  should  provide  full  name,  ad¬ 
dress,  and  telephone  number,  and  approximate  dates  and  places  of 
employ-  ment.  For  personal  visits  former  employees  should  provide 
some  acceptable  form  of  identification  such  as  a  driver’s  license. 
Only  general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  found  in  41  CFR  lOS-64. 

Record  source  categories:  Employees  and  supervisors. 

Appendix 

GSA/NARS  addresses  of  locations,  telephone  numbers,  and 
business  hours 

National  Art^hives  Building 
Eighth  and  Pennsylvania  Avenue,  NW. 

Washington,  DC  20408 
Telephone  (202)  655-4000 
Hours:  8:45  a.m.  to  5:15  p.m. 

(Monday  through  Friday) 

Presidential  Libraries 

Herbert  Hoover  Library 
South  Downey  Street 
West  Branch,  lA  52358 
Telephone  (319)  643-5301 
Hours:  900  a.m.  to  5:00  p.m. 

(Monday  through  Friday) 

Franklin  D.  Roosevelt  Library 
Albany  Post  Road 
Hyde  Park,  NY  12538 
Telephone  (914)  229-81 14 
Hours:  9:00  a.m.  to  5:00  p.m. 

(Monday  through  Friday) 

Harry  S.  Truman  Library 
Hi^way  24  at  Delaware  Street 
Independence,  MO  64050 
Telephone  (816)  833-1400 
Hours:  9:00  a.m.  to  5:00  p.m. 

(Monday  through  Friday) 

Dwight  D.  Eisenhower  Library 
Swth  East  Fourth  Street 
Abilene,  KS  67410 
Telephone  (913)  827-9738 
Hours:  9:00  a.m.  to  5:00  p.m. 

(Monday  through  Friday) 

John  F.  Kennedy  Library 
380  Trapelo  Road 
Waltham,  MA  02154 
Telephone  (617)  223-7250 
Hours:  8:30  a.m.  to  5:(X)  p.m. 

(Monday  through  Friday) 

i 

Lyndon  B.  Johnson  Library 

'  2313  Red  River 
Austin,  TX  78705 
Telephone  (512)  397-5137 
Hours:  9:00  a.m.  to  5:(X)  p.m. 

(Monday  through  Friday)  / 


Washington  National  Records  Center 
4205  Suitland  Road 
Suitland,  MD-MAILING  address: 
General  Services  Administration 
Washington  National  Records  Center 
Washington,  DC  20409 
Telephone  (301)  763-7000 
Hours:  8:(K)  a.m.  to  4:30  p.m. 
(Monday  through  Friday) 

National  Personnel  Records  Center 

(Military  Personnel  Records) 

9700  Page  Boulevard 
St.  Louis,  MO  63132 
Telephone  (314)  268-7201 
Hours:  7:30  a.m.  to  4:00  p.m. 
(Monday  through  Friday) 

(Civilian  Personnel  Records)' 

111  Winnebago  Street 
St.  Louis,  MO  63118 
Telephone  (314)  425-5722 
Hours:  7:30  a.m.  to  4:00  p.m. 
(Monday  through  Friday) 

Federal  Records  Centers 

Naval  Supply  Depot 
Building  306 

Mechanicsburg,  PA  17055 
Telephone  (717)  766-8511 
Hours:  7:30  a.m.  to  4:00  p.m. 
(Monday  through  Friday) 

2400  West  Dorothy  Lane 
Dayton,  OH  45439 
Telephone  (513)  461-5597 
Hours:  7:30  a.m.  to  4:00  p.m. 
(Monday  through  Friday) 

Federal  Archives  and  Records  Centers 

380  Trapelo  Road 
Waltham,  MA  02154 
Telephone  (617)  223-2657 
Hours:  8KN)  a.m.  to  4:30  p.m. 
(Monday  through  Friday) 

Military  Ocean  Terminal 
Building  22 
Bayonne,  NJ  07002 
Telephone  (201)  858-7161 
Hours:  8:00  a.m.  to  4:30  p.m. 
(Monday  through  Friday) 

5000  Wissahickon  Avenue 
Philadelphia,  PA  19144 
•  Telephone  (215)  438-5200 
Hours:  8:00  a.m.  to  4:30  p.m. 
(Monday  through  Friday) 

1557  St  Joseph  Avenue 
East  Point,  GA  30344 
Telephone  (404)  526-7475 
Hours:  8:00  a.m.  to  4:30  p.m. 
(Monday  through  Friday) 

7358  South  Pulaski  Road 
Chicago,  IL  60629 
Telephone  (312)  353-8544 
Hours:  8:00  a.m.  to  4:30  p.m. 
(Monday  through  Friday)  • 

2306  East  Bannister  Road 
Kansas  City,  MO  64131 
Telephone  (816)  926-7271 
Hours:  8:00  a.m.  to  4:30  p.m. 
(Monday  through  Friday) 


FEDERAL  REGISTER,  VOL  41,  NO.  175 — WEDNESDAY,  SEPTEMBER  8,  1976 


GENERAL  SERVICES  ADMINISTRATION 


38115 


4900  Hemphill  Street 
Fort  Worth,  TX  76115 
Telephone  (817)  334-5515 
Hours:  8:00  a.m.  to  4:30  p.m. 

(Monday  through  Friday) 

Building  48 

Denver  Federal  Center 
Denver,  CO  80225 
Telephone  (303)  234-3185 
Hours:  8:00  a.m.  to  4:30  p.m. 

(Monday  through  Friday) 

1000  Commodore  Drive 
San  Bruno,  CA  94066 
Telephone  (415)  876-9003 
Hours:  8:00  a.m.  to  4:30  p.m. 

(Monday  through  Friday) 

24000  Avila  Road 
Laguna  Niguel,  CA  92677 
Telephone  (714)  831-4220 
Hours:  8:00  a.m.  to  4:30  p.m. 

(Monday  through  Friday) 

6125  Sand  Point  Way 
Seattle,  WA  98115 
Telephone  (206)  442-4502 
Hours:  8:00  a.m.  to  4:30  p.m. 

(Monday  through  Friday) 

National  Archives  and  Records  Service-Regional  Offices 

General  Services  Administration 
26  Federal  Plaza 
New  york,  NY  10007 
Telephone  (212)  264-3514 
Hours:  8:15  a.m.  to  4:45  p.m. 

(Monday  through  Friday) 

General  Services  Administration 
Room  7016,  7th  and  D  Streets,  SW. 

Washington,  DC  20407 
Telephone  (202)  472-1223 
Hours:  8:15  a.m.  to  4:45  p.m. 

(Monday  through  Friday) 

General  Services  Administration 
1776  Peachtree  Street,  NW. 

Atlanta,  GA  30309 
Telephone  (404)  526-5611 
Hours:  8:00  a.m.  to  4:30  p.m. 

(Monday  through  Friday) 

General  Services  Administration 
819  Taylor  Street 
Fort  Worth,  TX  76102 
Telephone  (817)  334-2759 
Hours:  7:45  a.m.  to  4:15  p.m. 

(Monday  through  Friday) 

General  Services  Administration 
1000  Commodore  Drive 
San  Bruno,  CA  94066 
Telephone  (415)  876-9015 
Hours:  8:00  a.m.  to  4:30  p.m. 

(Monday  through  Friday) 

GSA/FPA  1 

System  name:  Computer  Access  Code  Assignments,  GSA/FPA 
System  location:  Records  are  maintained  at  the  Federal 
Preparedness  Agency,  General  Services  Administration,  Washing¬ 
ton,  DC  20405 

Categories  of  individuals  covered  by  the  system:  Users  of  the 
GSA/FPA  computer  facility. 

Categories  of  records  in  the  system:  Name,  organization,  office 
telephone  number,  computer  access  code  for  the  purpose  of  in- 
house  agency  official  use,  based  upon  a  need-  to-know  require¬ 
ment,  to  restrict  computer  access  to  authorized  users. 


Authority  for  maintenance  of  the  system:  Executive  Order  11051, 
September  27,  1%2 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  defined  in  5  U.S.C.  552a  (a)  (7)  and  provided  for 
in  5  U.S.C.  552a  (b)  (3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Mag-tape,  drum,  disc,  paper. 

Retrievability:  Records  are  indexed  by  name,  computer  access 
code. 

Safeguards:  Personnel  screening;  hardware  and  software  com¬ 
puter  security  measures;  paper  records  in  a  locked  container  and/or 
room  and  in  a  facility  guarded  to  prevent  unauthorized  access. 

Retention  and  disposal:  Retention  of  records  shall  be  for  duration 
of  assignment.  Disposition  of  records  shall  be  in  accordance  with 
the  HB  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 

System  manager(s)  and  address:  Chief,  Readiness  Systems  Divi¬ 
sion,  Mathematics  and  Computation  Laboratory,  Federal 
Preparedness  Agency  (EDMR),  General  Services  Administration, 
Washington,  DC  20405 

Notifkation  procedure:  Same  as  above.  An  inquiry  from  an 
authorized  user  of  the  GSA/FPA  computer  facility  need  only  in¬ 
clude  his  name  in  order  to  ascertain  whether  the  system  contains  a 
record  about  him. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

GSA/FPA  2 

System  name:  Distribution  Lists,  GSA/FPA 

System  location:  Records  are  maintained  at  the  following  offices 
of  the  Federal  Preparedness  Agency,  General  Services  Administra¬ 
tion. 

Central  Office 
Washington,  DC  20405 

Region  1 

605  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  York,  NY  10007 

Region  3 

William  J.  Green.  Jr.  Federal  Building 
600  Arch  Street,  Room  7248 
Philadelphia,  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
AUanta,  GA  30309 

Region  5 

New  Federal  Building,  Room  3747 
230  South  Dearborn  Street 
Chicago,  IL  60604 

Region  6 

811  Grand  Avenue,  Room  132 
Kansas  City,  MO  M106 

Region  7 

Federal  Building,  Room  7C52 
Dallas.  TX  75242 

Region  8 

Building  No.  41,  Denver  Federal  Center 
Denver,  CO  80225 


FEDERAL  REGISTER,  VOL.  41,  NO.  175 — WEDNESDAY,  SEPTEMBER  8,  1976 


38116 


general'services  administration 


Region  9 

120  Montgomery  Street 
San  Francisco,  CA  94104 

-  Region  10 

Room  686,  Federal  Building 
91 S  2nd  Avenue 
SeatUe,  WA  98174 

Stockpile  Disposal 
General  Services  Administration 
Washington,  DC  2040S 

Categories  of  individuals  covered  by  the  system:  Those  vt^ho  have 
requested  to  be  put  on  distribution  lists  for  GSA  Federal 
Preparedness  Agency  and  Stockpile  Disposal  publications,  technical 
memoranda,  and  related  communications. 

Categories  of  records  in  the  system:  Name,  address,  telephone 
number  for  the  purpose  of  in-house  ^ency  official  use  in  distribut¬ 
ing  agency  publications  and  communications  among  employees,  as¬ 
sociates,  and  other  interested  parties. 

Authority  for  maintenance  of  the  system:  Executive  Order  11051, 
September  27,  1962. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  defined  in  5  U.S.C.  S22a  (a)  (7)  and  provided  for 
in  S  U.S.C.  SS2a  (bK3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Mag-tape,  drum,  disc,  paper. 

Retrievability:  Records  are  indexed  by  name. 

Safeguards:  Personnel  screening;  hardware  and  software  com¬ 
puter  security  measures  ;  paper  records  in  a  locked  container 
and/or  room  or  in  a  facility  guarded  to  prevent  unauthorized  ac¬ 
cess. 

Retention  and  disposal:  Retention  of  records  shall  be  for  duration 
of  individual  interest.  Disposition  of  records  shall  be  in  accordance 
with  the  HB  GSA  Records  Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

System  managerfs)  and  address:  Executive  Director,  Federal 
Preparedness  Agency  (EE),  General  Services  Administration, 
Washington,  DC  2040S 

Notification  procedure:  Same  as  above.  An  inquiry  should  include 
the  individual's  name  and  address  in  order  to  ascertain  whether  the 
system  contains  a  record  about  him. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

GSA/FPA  3 

System  name:  Emergency  Assignment  System.  GSA/FPA 

System  location:  Records  are  maintained  at  the  Federal 
Preparedness  Agency,  General  Services  Administration,  Washing¬ 
ton.  DC  20405 

Categories  of  indivMnals  covered  by  the  sytrtem:  GSA/FPA 
Western  Virginia  Operations  Office  emergency  assignees. 

Categories  of  records  in  the  system:  Personnel  data,  skills  invento¬ 
ry,  assignment  information,  and  other  related  information  for  the 

Eurpose  of  in-house  agency  official  use,  based  upon  a  need-to- 
now  requirement,  to  assist  officials  charged  with  emergency 
responsibilities  in  the  assign-  ment  and  coordination  of  activities  in 
the  Western  Virginia  Operations  Office  of  the  Conflict 
I^paredness  Office. 

Authority  for  uiaintenaiicc  of  the  system:  Executive  Order  11051, 
September  27,  1962. 

Rootfac  uses  of  records  maintained  in  the  system,  inclining  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  defined  in  5  U.S.C.  552a  (a)  (7)  and  provided  for 
in  5  U.S.C.  552a  (b)  (3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 


Storage:  Mag-tape,  drum,  disc,  paper. 

Retrievability:  Records  are  indexed  by  name,  personal  charac¬ 
teristic,  or  skills. 

Safeguards:  Personnel  screening;  hardware  and  software  com¬ 
puter  security  measures;  paper  records  in  a  locked  container  and/or 
room  and  in  a  facility  guarded  to  prevent  unauthorized  access. 

Retentioa  and  disposal:  Retention  of  records  shall  be  for  duration 
of  assignment.  Disposition  of  records  shall  be  in  accordance  with 
the  HB  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 

System  managerfs)  and  address:  Chief,  Western  Viiuinia  Opera¬ 
tions  Office,  Federal  Preparedness  Agency  (EGW),  General  Ser¬ 
vices  Administration,  Washington,  DC  20405 

Notification  procedure:  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  emergeiKy  assignee  should  include  his  name  and  employ¬ 
ing  agency  in  order  to  ascertain  whether  the  system  contains  a 
record  about  him. 

Record  aceem  procedures:  Same  as  above. 

Contestiag  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

GSA/FPA  4 

System  name:  Employee  Directories,  GSA/FPA 

System  locatkm:  Records  are  maintained  at  the  following  offices 
of  ^e  Federal  Preparedness  Agency,  General  Services  Administra¬ 
tion. 

Central  Office 
Washington,  DC  20405 

Region  1 

605  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  York,  NY  10007 

Region  3 

William  J.  Green,  Jr.  Federal  Building 
600  Arch  Street,  Room  7248 
Philadelphia,  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
Atlanta,  GA  30309 

Region  5 

New  Federal  Building,  Room  3747 
230  South  Dearborn  Street 
Chicago.  IL  60604 

Region  6 

811  Grand  Avenue,  Room  132 
Kansas  City,  MO  M106 

Region  7 

Federal  Building,  Room  7C52 
Dallas,  TX  75242. 

Region  8 

Building  No.  41,  Denver  Federal  Center 
Denver,  CO  80225 

Region  9 

1 20  Montgomery  Street 
San  Francisco,  CA  94104' 

Region  10 

~  Room  686,  Federal  Building 
915  2nd  Avenue 
SeatUe.  WA  98174 

Stockpile  Disposal 
General  Services  Administration 
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Washington,  DC  2040S 

Categories  of  individaals  covered  by  the  system:  GSA  Federal 
Preparedness  Agency  and  Stockpile  Disposal  employees. 

Categories  of  records  in  the  system:  Name,  office  and  home  ad¬ 
dresses  and  telephone  numbers  for  the  purpose  of  providing  an  em¬ 
ployee  locator  service  for  in-house  agency  use. 

Authority  for  maintenance  of  the  system:  Executive  Order  IlOSl, 
September  27,  I%2 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  defined  in  S  U.S.C.  SS2a  (a)  (7)  and  provided  for 
in  5  U.S.C.  SS2a  (b)  (3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  MTST  mag-tape,  paper. 

Retrievability:  Records  are  indexed  by  name. 

Safeguards:  Personnel  screening;  tapes  and  paper  records  in  a 
locked  container  and/or  room  or  in  a  facility  guarded  to  prevent 
unauthorized  access. 

Retention  and  disposal:  Retention  of  records  shall  be  for  duration 
of  employment.  Disposition  of  records  shall  be  in  accordance  with 
the  HB  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 

System  manager(s)  and  address:  Executive  Director,  Federal 
Preparedness  Agency  (EE),  General  Services  Administration, 
Washington,  DC  20405 

Notification  procedure:  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  employee  need  include  only  his  name  in  order  to  ascertain 
whether  the  system  contains  a  record  about  him. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

GSA/FPA  5 

System  name:  National  Defense  Executive  Reserve  (NDER)  Per¬ 
sonnel  and  Management  Information  System,  GSA/FPA 

System  location:  Records  are  maintained  at  the  following  offices 
of  the  Federal  Preparedness  Agency,  General  Services  Administra¬ 
tion. 

Central  Office 
Washington,  DC  20405 

Region  1 

M5  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  York,  NY  10007 

Region  3 

William  J.  Green,  Jr.  Federal  Building 
600  Arch  Street,  Room  7248 
Philadelphia,  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
Atlanta,  GA  30309 

Region  5 

New  Federal  Building,  Room  3747 
230  South  Dearborn  Street 
Chicago,  IL  60604 

Region  6 

811  Grand  Avenue,  Room  132 
Kansas  City,  MO  M106 

Region  7 

Federal  Building,  Room  7C52 
Dallas,  TX  75242 


Region  8 

Building  No.  41,  Denver  Federal  Center 
Denver,  CO  80225 

Region  9 

120  Montgomery  Street  ' 

San  Francisco,  CA  94104 

Region  10 

Room  686,  Federal  Building 
915  2nd  Avenue 
Seattle,  WA  98174 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
and  incumbents  of  NDER  assignments. 

Categories  of  records  in  the  system:  Personnel  and  administrative 
records,  skills  inventory,  training  data,  and  other  related  records 
necessary  to  coordinate  and  administer  the  NDER  program. 

Authority  for  maintenance  of  the  system:  Defense  Production  Act, 
1950;  Executive  Order  11179,  September  22,  1964. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  the  purpose  of  ad¬ 
ministering  the  NDER  program,  agency  officials  and  officials  of 
participating  departments  and  agencies  may  obtain  from  the  NDER 
Coordinator  data  relevant  to  reservists  assigned  to  their  units. 
Periodically,  a  directory  (containing  name,  title,  business  name  and 
address,  NDER  unit,  and  status-  emeritus  or  active)  will  be  dis¬ 
tributed  to  reservists  and  to  NDER  units.  Additional  routine  uses 
are  contained  in  the  appendix  following  the  GSA  notices. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Mag-tape,  drum,  disc,  paper. 

Retrievability:  Records  are  indexed  by  name,  personnel  data, 
skills,  or  agency. 

Safeguards:  Personnel  screening;  hardware  and  software  com¬ 
puter  security  measures  ;  paper  records  in  a  locked  container 
and/or  room  or  in  a  facility  guarded  to  prevent  unauthorized  ac¬ 
cess. 

Retention  and  disposal:  Retention  of  records  shall  be  for  duration 
of  application  or  assignment  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  NDER  Coordinator,  Federal 
Preparedness  Agency  (EGG),  General  Services  Administration, 
Washington,  DC  20405 

NoUfiution  procedure:  Same  as  above.  An  inquiry  should  include 
the  individual's  name  and  address  in  order  to  ascertain  whether  the 
system  contains  a  record  about  him. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

GSA/FPA  6 

System  name:  Office-level  Employee  Records,  GSA/FPA 

System  location:  Records  are  maintained  at  the  following  offices 
of  the  Federal  Preparedness  Agency,  General  Services  Administra- 
tion.  , 

Central  Office 

Washington,  DC  20405 

Region  I 

605  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  York.  NY  10007 

Region  3 

William  J.  Green.  Jr.  Federal  Building 
600  Arch  Street,  Room  7248 
Philadelphia,  PA  19106 
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Region  4 

1776  Peachtree  Street,  NW 
Atlanta,  GA  30309 

Region  S 

New  Federal  Building,  Room  3747 
230  South  Dearborn  Street 
Chicago.  IL  60604 

Region  6 

811  Grand  Avenue,  Room  132 
Kansas  City,  MO  74106 

Region  7 

Federal  Building,  Room  7CS2 
Dallas,  TX  75242 

Region  8 

Building  No.  41,  Denver  Federal  Center 
Denver.  CO  80225 

Region  9 

120  Montgomery  Street 
San  Francisco,  CA  94104 

Region  10 

Room  686,  Federal  Building 
915  2nd  Avenue 
Seattle.  WA  98174 

Stockpile  Disposal 
General  Services  Administration 
Washington,  DC  20405 

Categories  of  iadiridnals  covered  ^  the  systen:  GSA  Federal 
Preparedness  Agency  and  Stockpile  Disposal  employees. 

Categories  of  records  in  the  systens:  In-house  agency  official  use 
of  the  following  records,  based  upon  a  need-to-know  retirement, 
is  for  the  purpose  of  administering  personnel  and  financial  activities 
at  the  supervisory  and  administrative  office  level. 

Official  employee  records:  general  personnel  and  financial  infor¬ 
mation  mmntained  at  the  supervisor  level  or  administrative  office 
level  relating  to  compensation,  training,  employment,  employee  and 
labor  relations,  office  personnel  files,  general  employment  inqui¬ 
ries,  application  files,  etc.  These  records  are  described  in  detail  in 
the  Notices  for  official  agency-wide  employee-related  systems 
published  by  the  General  Services  Administration.  These  records 
include,  among  other  data,  training  and  travel  records,  applications, 
suggestions,  position  descriptions,  request  for  and  notuication  of 
personnel  action,  employee  performance  ratings  and  promotion  ap¬ 
praisals,  time  and  attendance  records.  System  contains  copies  of 
Civil  Service  Commission  and  General  Services  Administration  per¬ 
sonnel  and  financial  fonhs  and  reports,  including,  among  others, 
outputs  of  the  automated  GSA  Manpower  and  Payroll  Statistics 
System,  parking  permit  record,  property  pass,  U.S.  savings  bond 
authorization,  application  for  leave,  employee  record,  employee  ap¬ 
praisal,  payroll  chsmge  slip,  notice  of  inju^  or  occupation  dis¬ 
ease,  claim  for  reimbursement  for  expenditures  on  official  busi¬ 
ness,  statement  of  earnings,  promotion  appraisal,  receipt  for  pro¬ 
perty,  employment  cost  a^  distribution,  program  budget  adminis¬ 
tration,  accounting  distribution,  employment  staffing  reports, 
budget  reports,  overtime  work,  employee  changes  input,  travel 
aut^rizations,  applica-  tion  and  accounts  for  advance  of  funds, 
comprehensive  payroll. 

Unofficial  personnel  records:  employee-related  records  main¬ 
tained  at  the  supervisory  level  or  administrative  office  level  includ¬ 
ing,  but  not  limted  to,  personnel  card  files,  annotated  records, 
work  assignments,  work  management  records,  performance  mea¬ 
surements,  counseling,  labor  relations,  vacation  schedules,  etc. 

Anthority  for  mnintcnaacc  of  the  system:  Executive  Order  11051, 
September  27,  1962.  NOTE:  Detailed  references  to  authority  for  of¬ 
ficial  employee  records  maintained  at  the  supervisory  level  or  ad¬ 
ministrative  office  level  appear  in  the  Notices  for  official  ageiKy- 
wide  employee-related  systems  published  by  the  General  Services 
Administration. 

RoMinc  nses  of  records  matatained  in  the  system,  iaclndlng  catego¬ 
ries  of  nsers  and  the  pnrposes  of  snch  nses:  Information  is  disclosed 
to  persons  outside  the  wncy,  upon  request  of  individual  em¬ 
ployees,  for  purposes  oi  veraying  employment  and  salary,  of 


preparing  letters  of  reference,  of  making  travel  and  training  ar¬ 
rangements,  etc.  Other  Routine  Uses  are  contained  in  the  appendix 
following  the  GSA  Notices  and  in  the  GSA  Notices  of  official 
agency-wide  employee-related  systems. 

PoHdcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper. 

Retrievability:  Records  are  indexed  by  name. 

Safeguards:  Personnel  screening;  paper  records  in  a  locked  con¬ 
tainer  and/or  room  or  in  a  facility  guarded  to  prevent  unauthorized 
access. 

Retention  and  disposal:  Retention  of  records  shall  be  for  duration 
of  employment.  Disposition  of  records  shall  be  in  accordance  with 
the  HB  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 

System  managers)  and  addrem:  Personnel  officer.  Federal 
Preparedness  Agency  (EE),  General  Services  Administration, 
Washington,  DC  20405. 

Notification  procednre:  An  individual  employee  seeking  to  deter¬ 
mine  whether  this  system  of  records  contains  information  about 
him  should  address'  his  inquiry  to  the  appropriate  agency  super¬ 
visor,  administrative  officer,  and  personnel  official.  Federal 
Preparedness  Agency,  General  Services  Administration,  Washing¬ 
ton.  DC  20405.  An  inquiry  should  include  the  individual's  name, 
date  of  birth,  and  Social  Security  Number  in  order  to  ascertain 
whether  the  system  contains  a  record  about  him. 

Record  aceem  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Official  personnel  records,  GSA  Per¬ 
sonnel  and  Finance  Offices,  supervisors,  letters  of  reference  or 
commendation  furnished  by  agency  officials  or  others  outside  the 
agency,  educational  information  supplied  by  colleges  and  universi¬ 
ties,  the  individual  to  whom  the  record  pertains.  An  additional 
description  of  sources  of  official  employee  records  can  be  found  in 
the  Notices  for  official  agency-wide  employee-related  systems 
published  by  the  General  Services  Administration. 

GSA/FPA  7 

System  name:  Official  Employee  Records,  GSA/FPA 

System  locatloa:  Personnel  Office,  Federal  Preparedness  Agency, 
General  Services  Administration,  Washington,  DC  20405 

Categarim  of  Indivldnals  ceveied  hy  the  system:  Employees  whose 
official  records  are  maintained  by  the  FPA  Personnel  Office. 

Categories  ol  records  in  the  qrstem:  In-house  agency  official  use 
of  the  following  records,  based  upon  a  need-to-know  requirement, 
is  for  the  purpose  of  administering  personnel  and  financial  activi¬ 
ties.  e.g.,  completing  reports,  taking  personnel  actions,  making 
payroll  adjustments,  and  meeting  other  official  personnel  and  finan- 
ciid  requirements. 

Official  personnel  records:  general  personnel  records,  i.e.,  Offi¬ 
cial  Personnel  Folder  and  records  related  thereto;  appeals, 
grievances,  and  complaints  records;  medical  records;  recruiting,  ex¬ 
amining,  and  placement  records;  retirement,  life  insurance,  and 
health  benefits  records  system.  These  records  include,  but  are  not 
limited  to,  personnel  and  financial  infoimation  contained  in  Civil 
Service  Commission  (CSC)  and  General  Services  Administration 
(GSA)  forms  and  reports  relating  to  compensation,  training,  em¬ 
ployment.  employee  and  labor  relations,  processing  and  records. 
These  official  employee  systems  of  records  are  described  in  detail 
in  the  Notices  for  government-wide  systems  of  personnel  records 
published  by  the  Civil  Service  Commission  and  in  the  Notices  for 
official  agency-wide  emfdoyee-related  systems  published  by  the 
General  Services  Administration.  For  other  than  GSA  organizations 
serviced  by  the  FPA  Personnel  Office,  forms  consistent  with  those 
of  the  General  Services  Administration  are  used  for  equivalent  per¬ 
sonnel  programs. 

Anthority  for  auantcnancc  of  the  system:  Title  5  U.S.C.,  generally; 
Executive  Order  11051,  September  27,  1962.  NOTE:  Detailed 
references  to  authority  for  these  records  appear  in  the  Notices  for 
government-wide  systems  of  personnel  records  published  by  the 
Civil  Service  Commission  and  in  the  Notices  for  official  agency¬ 
wide  employee-related  systems  published  by  the  General  Services 
Administrabon. 
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Roattec  met  id  rtcowb  malataiiiMl  ia  the  systm,  ipcIadfaiB  catego- 
ri«  id  mam  aad  the  parpaaci  af  tack  aaca:  Information  is  disclosed 
to  persons  outside  the  agency,  upon  request  of  individual  em¬ 
ployees,  for  purposes  of  veitfying  employment  and  salary,  of 
preparing  letters  of  reference,  of  making  travel  and  training  ar¬ 
rangements,  etc.  Other  Routine  Uses  are  contained  in  the  appendix 
following  the  GSA  Notices,  in  the  Civil  Service  Commission 
Notices  of  government-wide  systems  of  personnel  records,  and  in 
the  GSA  Notices  of  official  agency-wide  employee-related  systems. 

Policies  aad  practices  for  storlag,  retrlevlag,  accessfag,  retalaiBg, 
aad  disposlag  of  records  la  the  system: 

Storage:  Paper. 

Retrlevabillty:  Records  are  indexed  by  name. 

Safegaards:  Personnel  screening;  paper  records  in  a  locked  con¬ 
tainer  and/or  room  and  in  a  facility  guarded  to  prevent 
unauthorized  access. 

Reteatloa  and  dispasal:  Retention  of  records  shall  be  for  duration 
of  empl^ment.  Disposition  of  records  shall  be  in  accordance  with 
the  HB  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2).  Additional  retention  and  disposal  i^ormation  can  be  found 
in  the  Civil  Service  Commission  Notices  of  govenunent-wide 
systems  of  persormel  records  and  in  the  General  Services  Adminis¬ 
tration  Notices  of  official  agency-wide  employee-related  systems. 

System  maaagcr(s)  aad  addrem:  Personnel  Officer,  Federal 
Preparedness  A^ncy  (EE),  General  Services  Administration, 
Washington,  DC  20405. 

Notification  procedare:  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  whose  official  records  are  maintained  by  the  FPA  Person¬ 
nel  Office  should  include  name,  date  of  birth,  and  Social  Security 
Number  in  order  to  ascertain  whether  the  system  contains  a  record 
about  him. 

Record  access  procedures:  Same  as  above. 

Coatestii^  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Personnel  and  Finance  Offices,  super¬ 
visors,  letters  of  reference  or  commendation  furnished  by  agency 
officials  or  others  outside  the  agency,  educational  information  sup¬ 
plied  by  colleges  and  universities,  the  individual  to  whom  the 
record  pertains.  An  additional  description  of  sources  of  records  can 
be  found  in  the  Civil  Service  Commission  Notices  of  government- 
wide  systems  of  personnel  records  and  in  the  General  devices  Ad¬ 
ministration  Notices  of  official  agency-wide  employee-related 
systems. 

GSA/FPA8 

System  name:  Personnel  Roster,  GSA/FPA 

System  location:  Records  are  maintained  at  the  Federal 
Preparedness  Agency,  General  Services  Administration,  Washing¬ 
ton,  DC  20405 

Categories  of  individuals  covered  by  the  system:  GSA/FPA  Mathe¬ 
matics  and  Computation  Laboratory  employees. 

Categories  of  records  ia  the  system:  Personnel  data  for  the  pur¬ 
pose  of  in-house  agency  official  use,  based  upon  a  need-to-know 
requirement,  to  support  personnel  manage-  ment,  budgeting,  and 
planning  activities. 

Authority  for  maintenaacc  of  the  system:  Executive  Order  11051, 
September  27,  1962. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  defined  in  5  U.S.C.  552a  (a)  (7)  and  provided  for 
in  5  U.S.C.  552a  (b)  (3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storlag,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Mag-tape,  drum,  disc,  paper. 

RetrlevaMIHy:  Records  are  indexed  by  name,  personnel  charac¬ 
teristics. 

Safeguards:  Personnel  screening;  hardware  and  software  com¬ 
puter  security  measures;  paper  records  in  a  locked  container  and/or 
room  or  in  a  facility  guarded  to  prevent  unauthorized  access. 

Retention  and  disposal:  Retention  of  records  shall  be  for  duration 
of  emolument.  Disposition  of  records  shall  be  in  accordance  with 
the  HB  (jSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 


S^rstem  manageits)  and  address:  Administrative  Officer,  Mathe¬ 
matics  and  Computation  Laboratory,  Federal  Preparedness  Agency 
(EDM),  General  Services  Administration,  Washin^n,  DC  20405 

Notification  procedure:  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  employee  need  include  only  his  name  in  order  to  ascertain 
whether  the  system  contains  a  recoid  about  him. 

Record  access  procedurm:  Same  as  above. 

Cnntfstl^  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  publisl^  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  GSA/FPA  Mathematics  and  Computa¬ 
tion  Laboratory  employee  personnel  actions. 

GSA/FPA  9 

System  naam:  Project  Management  Information  System,  GSA/FPA 

System  Istatlsn:  Records  are  maintained  at  the  following  offices 
of  Um  Federal  Preparedness  Agency,  General  Services  Administra¬ 
tion. 

Central  Office 
Washington,  DC  20405 

Region  I 

605  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  york,  NY  10007 

Region  3 

William  J.  Green,  Jr.  Federal  Building 
600  Arch  Street,  Room  7248 
Philadelphia,  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
Atlanta,  GA  30309 

Region  5 

New  Federal  Building,  Room  3747 
230  South  Dearborn  Street 
Chicago,  IL  60604 

Region  6 

811  Grand  Avenue,  Room  132 
Kansas  City,  MO  64106 

Region  7 

Federal  Building,  Room  7C52 
Dallas,  TX  75242 

Region  8 

Building  No.  41,  Denver  Federal  Center 
Denver,  CO  80225 

Region  9 

120  Montgomery  Street 
San  Francisco,  CA  94104 

Region  10 

Room  686,  Federal  Building 
915  2nd  Avenue 
SeatUe,  WA  98174 

Categories  of  Indlvldoals  covered  by  the  system:  GSA/FPA  project 
officers. 

Categories  of  records  la  the  system:  Project  assignments,  progress 
reports,  resource  statistics,  and  other  related  information  for  the 
purpose  of  in-house  agency  official  use,  based  upon  a  need-to- 
know  requirement,  to  monitor  the  performance  of  the  project 
management  system. 

Authority  for  maiutenance  of  the  system:  Executive  Order  11051, 
September  27,  1962. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  defined  in  5  U.S.C.  552a  (a)  (7)  and  provided  for 
in  5  U.S.C.  552a  (bK3),  are  described  in  the  appendix  following  the 
GSA  Notices. 
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Poikkt  smI  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Mag-tape,  drum,  disc,  paper. 

Retrievability:  Records  are  indexed  by  name,  project  description. 

Safeguards:  Personnel  screening;  hardware  and  software  com¬ 
puter  security  measures  paper  records  in  a  locked  container  and/or 
room  or  in  a  facility  guarded  to  prevent  unauthorized  access. 

Retention  and  disposal:  Retention  of  records  shall  be  for  duration 
of  assignment  to  project.  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  Chief,  Mathematics  and  Compu¬ 
tation  Laboratory,  Federal  Preparedness  Agency  (EDM),  General 
Services  Administration,  Washington,  DC  2040S 

Notification  procedure:  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  GSA/FPA  project  officer  need  only  include  his  name  in 
order  to  ascertain  whether  the  system  contains  a  record  about  him. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  1  OS-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

GSA/FPA  10 

System  name:  Property  Inventory  System,  GSA/FPA 

System  location:  Records  are  maintained  at  the  Federal 
PreparediMss  Agency,  General  Services  Administration,  Washing¬ 
ton,  DC  2040S. 

Categories  of  individuals  covered  by  the  system:  GSA  Federal 
Preparedness  Agency  employees. 

Categories  of  records  in  the  system:  Property  description,  em¬ 
ployee  name,  office  description  for  the  purpose  of  in-house  agency 
official  use,  based  upon  a  need-to-know  requirement,  to  maintain  a 
record  of  the  locations  and  users  of  accountable  property. 

Authority  for  maintenance  of  the  system:  Executive  Order  llOSl, 
September  27,  1962. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  defined  in  S  U.S.C.  SS2a  (a)  (7)  and  provided  for 
in  S  U.S.C.  SS2a  (b)  (3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Mag-tape,  drum,  disc,  paper. 

Retrievability:  Records  are  indexed  by  property  description,  em¬ 
ployee  name,  office  location. 

Safeguards:  Personnel  screening;  hardware  and  software  com¬ 
puter  security  measures;  paper  records  in  a  locked  container  and/or 
room  and  in  a  facility  guarded  to  prevent  unauthorized  access. 

Retention  and  disposal:  Retention  of  records  shall  be  for  life  of 
property  item.  Disposition  of  records  shall  be  in  accordance  with 
the  HB  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 

System  managetfs)  and  addrem:  Executive  Director,  Federal 
Preparedness  Agency  (EE),  General  Services  Administration, 
Washington,  DC  2040S. 

Notification  procedure:  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  employee  need  include  only  his  name  in  order  to  ascertain 
whether  the  system  contains  a  record  about  him. 

Record  accem  procedures:  Same  as  above. 

Contesdng  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  103-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Property  inventory  conducted  by  Office 
of  Executive  Director. 

GSA/FPA  II 

System  name:  Resource  Interruption  Monitoring  System,  GSA/FPA 

System  location:  Records  are  maintained  at  the  following  offices 
of  the  Federal  Preparedness  Agency,  General  Services  Administra¬ 
tion. 


Central  Office 
Washington,  DC  20403 

Region  1 

m)3  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  york,  NY  10007 

Region  3 

William  J.  Green,  Jr.  Federal  Building 
600  Arch  Street,  Room  7248 
Philadelphia,  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
AtlanU,  GA  30309 

Region  3 

New  Federal  Building,  Room  3747 
230  South  Dearborn  Street 
Chicago,  IL  60604 

Region  6 

811  Grand  Avenue,  Room  132 
Kansas  City,  MO  64106 

Region  7 

Federal  Building,  Room  7C32 
Dallas,  TX  73242 

Region  8 

Building  No.  41.  Denver  Federal  Center 
Denver,  CO  80223 

Region  9 

120  Montgomery  Street 
San  Francisco,  CA  94104 

Region  10 

Room  686,  Federal  Building 
913  2nd  Avenue 
Seattle,  WA  98174 

Categories  of  individuals  covered  by  the  system:  Individuals  re¬ 
porting  or  commenting  on  resource  shortages  during  national  emer- 
gencies—private  citizens;  industry  experts;  business,  labor,  and 
government  leaders. 

Categories  of  records  in  the  system:  Name,  address,  telephone 
number,  statements  about  resource  problems,  and  other  related  in¬ 
formation  necessary  to  monitor  resource  interruptions.  For  the  pur¬ 
pose  of  assessing  the  status  of  resources  (supply  shortages  or 
problems  of  mal-^stribution)  which  poses  a  threat  to  the  health  and 
welfare  of  communities  or  to  the  economy  or  security  of  the  Na¬ 
tion  when  normal  market  mechanisms  appear  inadequate,  agency 
analysts  summarize  reports  for  comparison  to  economic  norms  or 
for  highlighting  problems  in  an  industry  or  in  a  geographic  area.  In- 
house  agency  use  is  also  made  of  the  computerized  communication 
and  confer-  encing  components  of  the  system  for  the  purpose  of 
carrying  on  confer-  ences  and  discussions,  for  processmg  weekly 
activity  reports,  and  for  transmitting  other  related  communications 
among  the  offices  of  FPA. 

Authority  for  usaintcnaBce  of  the  system:  Executive  Order  11031, 
September  27,  1962. 

Routluc  uses  of  records  maintained  in  the  system,  iiKludiiig  catego¬ 
ries  of  users  and  the  purposm  of  such  uses:  Individual  applications 
for  assistance  may  be  referred  for  response  to  another  agency  with 
emergency  responsibilities.  Information  may  be  provided  to 
Federal,  State,  and  local  officials  with  emergency  responsibilities 
and  to  selected  industries  for  purpose  of  coordinating  actions  taken 
to  alleviate  the  crisis  situation;  to  Congressional  inquiries;  to  news 
media.  Additional  Routine  Uses  are  contained  in  the  appendix  fol¬ 
lowing  the  GSA  Notices. 

Policies  aad  praetka  (or  storiag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: , 

Storage:  Mag-tape,  drum,  disc,  paper. 

RetrievahiUty:  Records  are  indexed  by  name,  problem  resource, 
geographic  area,  phrase  in  text. 
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Safeguard!:  Personnel  screening;  hardware  and  software  com¬ 
puter  security  measures;  paper  records  in  a  locked  container  and/or 
room  or  in  a  facility  guarded  to  prevent  unauthorized  access. 

Retention  and  disposal:  Retention  of  records  shall  be  for  duration 
of  resource  problem.  Disposition  of  records  shall  be  in  accordance 
with  the  HB  GSA  Records  Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

System  managerfs)  and  address:  Manager,  Resource  Interruption 
Monitoring  System,  Federal  Preparedness  Agency  (EFC),  General 
Services  Administration,  Washington,  DC  20405. 

Notification  procedure:  Same  as  above.  An  inquiry  should  include 
the  individual’s  name  and  address  in  order  to  ascertain  .whether  the 
system  contains  a  record  about  him. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Individual  applications  for  assistance  in 
locating  alternate  supplies;  news  media  reports;  notifications  by  in¬ 
dividual  correspondence  or  phone,  from  Congress,  by  original  staff 
reports  or  reports  from  other  agencies. 

GSA/FPA  12 

System  name:  Security  Management  System,  GSA/FPA 

System  location:  Records  are  maintained  at  the  following  offices 
of  the  Federal  Preparedness  Agency,  General  Services  Administra¬ 
tion. 

Central  Office 
Washington,  DC  20405 

Region  1 

M5  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  York,  NY  10007 

Region  3 

,  William  J.  Green,  Jr.  Federal  Building 
600  Arch  Street,  Room  7248 
Philadelphia,  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
AUanta,  GA  30309 

Region  5 

New  Federal  Building,  Room  3747 
230  South  Dearborn  Street 
Chicago,  IL  60604 

Region  6 

811  Grand  Avenue,  Room  132 
Kansas  City,  MO  M106 

Region  7 

Federal  Building,  Room  7C52 
Dallas.  TX  75242 

Region  8 

Building  No.  41,  Denver  Federal  Center 
Denver,  CO  80225 

Region  9 

1 20  Montgomery  Street  ^ 

San  Francisco,  CA  94104  " 

Region  10 

Room  686,  Federal  Building 
915  2nd  Avenue 
SeatUe,  WA  98174 

Stockpile  Disposal 
General  Services  Administration 
Washington,  DC  20405 


Categories  of  individuals  covered  by  the  system:  GSA  Federal 
Preparedness  Agency  and  Stockpile  Disposal  employees. 

Categories  of  records  in  the  system:  Security  records  for  the  pur¬ 
pose  of  in-house  agency  official  use,  based  upon  a  need-to-know 
requirement,  in  maintaining  office  security  for  sensitive  data  and 
facilities.  These  records  include;  statement  of  personal  history  (SF- 
86);  personal  data  (e.g.,  name,  address,  telephone  number)  con¬ 
tained  on  security  clearance  forms,  rosters,  lists,  and  forms  for 
record  container  combinations;  and  other  related  records.  Records 
do  not  contain  investigatory  material. 

Authority  for  maintenance  of  the  system:  Executive  Order  11051, 
September  27,  1962. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  An  employee’s  level  of 
security  clearance  may  be  reported  at  his  request  to  another  agency 
for  the  purpose  of  inter-agency  security  administration.  Additional 
Routine  Uses  are  contained  in  the  appendix  following  the  GSA 
Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper. 

RetrievahilHy:  Records  are  indexed  by  name. 

Safeguards:  Personnel  screening;  paper  records  in  a  locked  con¬ 
tainer  and/or  room  or  in  a  facility  guarded  to  prevent  unauthorized 
access.  ' 

Retention  and  dteposal:  Retention  of  records  shall  be  for  duration 
of  employment.  Disposition  of  records  shall  be  in  accordance  with 
the  HB  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 

System  managerfs)  and  address:  Executive  Director,  Federal 
Preparedness  Agency  (EE),  General  Services  Administration, 
Washington.  DC  20405. 

Notification  procedure:  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  employee  need  include  only  his  name  in  order  to  ascertain 
whether  the  system  contains  a  record  about  him. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

GSA/FPA  13 

System  name:  Interagency  Directories,  GSA/FPA 

System  location:  Records  are  maintained  at  the  following  offices 
of  the  Federal  Preparedness  Agency,  General  Services  Administra¬ 
tion: 

Central  Office 
General  Services  Building 
18th  and  F  Streets,  NW. 

Washington,  DC  20405 

Region  1 

605  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  York.  NY  10007 

Region  3 

William  J.  Green,  Jr.  Federal  Building 
600  Arch  Street,  Room  7248 
Philadelphia,  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
Atlanta,  GA  30309 

Region  5 

Federal  Building,  Room  3747 
230  South  Dear^m  Street 
Chicago,  IL  60604 

Region  6 
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811  Grand  Avenue,  Room  132 
Kansas  City,  MO  M106 

Region  7 

Federal  Building,  Room  7CS2 
1100  Commerce  Street 
DaUas,  TX  75242 

Region  8 

Building  No.  41 ,  Denver  Federal  Center 
Denver,  CO  80225 

Region  9 

120  Montgomery  Street 
San  Francisco,  CA  84104 

Region  10 

Room  686,  Federal  Building 
915  2nd  Avenue 
Seattle,  WA  98174 

'  Office  of  Stockpile  Disposal 
2000  L  Street,  NW. 

General  Services  Administration 
Washington,  DC  20036 

Categories  of  individnals  covered  by  the  syate^:  GSA  Federal 
Preparedness  Agency  and  Stockpile  Disposal  employees  and  em¬ 
ployees  of  other  federal,  state,  and  local  agencies  with  related 
responsibilities;  e.g.,  members  of  the  Regioiud  Preparedness  Com¬ 
mittee,  the  Interagency  Emergency  Preparedness  Committee,  and 
the  Regional  Field  Board  as  well  as  Emergency  Coordiiutors, 
Emergency  Preparedness  Directors,  and  State  Civil  Defense 
Directors. 

Categories  of  records  in  the  system:  Name,  office  and  home  ad¬ 
dresses  and  telephotK  numbers,  and  level  of  security  clearance  for 
the  purpose  of  providing  a  locator  service  and  a  means  of  distribut¬ 
ing  publications  and  communications  for  in-house  agency  use  and 
for  the  use  of  member  agencies. 

Authority  for  maintenance  of  the  system:  Executive  Order  11051, 
September  27,  1962. 

Routine  uses  of  records  maintained  in  the  system,  including  entego- 
rles  of  users  and  the  purposes  of  such  uses:  For  the  purpose  of 
providing  a  locator  service  and  a  means  of  distributing  publications 
and  communications,  interagency  directories  will  be  distributed  to 
federal,  regional,  and  state  interagency  committee  members  and  to 
the  agencies  which  they  represent;  e.g..  State  Emergency  Planning 
Directors,  holders  of  the  FPA  ‘Emergency  Planmng  Reference 
Package  for  Re^onal  Federal  Governments*  and  ‘Central  Office 
Eme^ncy  Readiness  Instructions,*  and  the  White  House  Commu¬ 
nications  Agency.  Additional  Routine  Uses  are  contained  in  the  ap¬ 
pendix  following  the  GSA  Notices. 

Policies  and  practices  for  storing,  retrfeving,  acccaring,  rrtatnlng, 
and  disposing  of  records  in  the  system: 

Storage:  Mag-tape,  drum,  disc,  paper. 

Retrievability:  Records  are  indexed  by  name  and  ag^cy.' 

SafegnarrU:  Personnel  screening,  hardware  and  software  com¬ 
puter  security  measures;  paper  records  in  a  locked  container  and/or 
room  or  in  a  facility  guarded  to  prevent  unauthorized  access;  in¬ 
dividuals  apprised  of  responsibility  to  provide  equivalent  safeguards 
for  directories  kept  in  their  possession. 

Retention  and  disposal:  Retention  of  records  shall  be  for  duration 
of  individual  mem^rship  in  interagency  organization.  Disposition 
of  records  shall  be  in  accordance  with  the  HB,  GSA  Records  Main¬ 
tenance  and  Disposition  System  (OAD  P  1820.2). 

System  matmgcr(s)  and  addrem:  Executive  Director,  Federal 
Preparedness  Agency;  General  Services  Administration  (EE), 
Washington,  DC  20405. 

Notification  procednre:  Same  as  above.  An  inquiry  should  include 
the  individual’s  name  and  address  and  the  directory  name  order. lo 
ascertain  whether  the  system  contains  a  record  about  him. 

Record  aceem  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re- 
pster. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 


GSA/Reglonal  Administrators  2 

System  name:  Employee  related  files,  GSA/Regions  I  through  10 

System  location:  The  system  is  located  in  the  Office  of  the  Re¬ 
gional  Administrators,  Regions  1  through  10. 

GSA  Region  I 

Office  of  the  Regional  Adminiistrator  (lA) 

John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

GSA  Region  2 

Office  of  the  Regional  Administrator  (2A) 

26  Fmieral  Plaza 
New  York,  NY  10007 

GSA  Region  3 

Office  of  the  Regional  Administrator  (3A) 

7th  and  D  Streets,  SW. 

Washington,  D.C.  20407 

GSA  Region  4 

Office  of  the  Regional  Administrator  (4A) 

1776  Peachtree  Street,  NW. 

Atlanta,  GA  30309 

GSA  Region  5 

Office  of  the  Regional  Administrator  (5A) 

230  South  Dearborn  Street 
Chicago,  IL  60604 

GSA  Region  6 

Office  of  the  Regional  Administrator  (6A) 

1550  East  Bannister  Road 
Kansas  City,  MO  64131 

GSA  Region  7 

Office  of  the  Regional  Administrator  (7A) 

819  Taylor  Street 
Fort  Worth,  TX  76102 

GSA  Region  i 

Office  of  the  Regional  Administrator  (8A) 

Building  41,  Denver  Federal  Center  ^ 

Denver,  CO  80225 

GSA  Region  9 

Office  of  the  Regional  Administrator  (9A) 

525  Market  Street 
San  Francisco,  CA  94105 

GSA  Region  10 

Office  of  the  Regional  Administrator  (10a) 

GSA  Center 
Auburn,  WA  98002 

Categories  of  individuate  covered  by  tbe  system:  Individuals  in¬ 
clude  employees  in  the  offices  of  Regional  Administrators  Regions  I 
through  10. 

Categories  of  records  in  tbe  system:  Records  consist  of  document 
accumulated  by  <^rating  officials  in  administering  personnel  mat¬ 
ters  for  or  about  employees,  which  may  include  but  are  not  limited 
to  names,  home  addresses,  home  phones,  grades,  salaries,  job  ti¬ 
tles,  personnel  evaluations,  performance  appraisals,  correspon¬ 
dence  regarding  promotions  and  work  assignments,  accident  reports 
of  lost  time,  reports  of  extended  details,  duty  rosters,  fitness  for 
duty,  training  records,  military  service  separation  and  training 
records,  manpower  reports,  adverse  action  documents,  personal 
qualification  and  data  statements,  employee  record  cards,  position 
description  and  related  information,  professional  registration  infor¬ 
mation,  equal  employment  opportunity  records,  time  and  at¬ 
tendance,  payroll  documents,  merit  promotion  and  related  docu¬ 
ments,  use  of  government-owned  vehicles  and  related  information, 
designation  of  authorized  representatives,  security  clearances  and 
related  information,  personnel  tickle  lists,  staffing  data,  carpool 
rosters,  campaigns,  budget,  health  benefits,  travel  data,  credential 
data,  work  measurement  records,  record  of  personnel  actions  and 
other  general  correspondence  relating  to  an  employee.  These 
records  are  used  to  monitor  and  document  personnel  actions,  deter¬ 
mine  eligibility  for  promotion,  and  work  assignment;  for  the  con¬ 
venience  of  supervisors  in  overseeing  employee  activities;  to  evalu- 
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ate  perfomance;  document  disciplinary  action;  monitor  grievance 
proceedings  and  complaints;  provide  reference  to  other  agencies 
when  seeking  employment  elsewhere;  and  as  a  general  management 
tool  to  oversee  personnel  administration  of  the  organization. 

Authority  for  maintenance  of  the  system:  Title  5,  U.S.C.  Section 
301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpMes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  S  U.S.C.  3S2a  (aK?)  and  provided  for 
in  5  U.S.C.  SS2a  (bK3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  card  files. 

Retrievability:  Filed  alphabetically  by  name. 

Safeguards:  Access  limited  to  official  use  only  on  a  need  to  know 
basis. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  raanager(s)  and  address:  The  officials  responsible  for  the 
system  of  recoids  are  the  Regional  Administrators  at  the  addresses 
listed  above. 

Notification  procedure:  Information  may  be  obtained  from  the  Re¬ 
gional  Administrators  at  the  addresses  listed  above. 

Record  access  procedures:  Requests  to  access  records  may  be 
directed  to  the  Regional  Administrators,  at  the  addresses  listed, 
above,  in  accordance  with  the  GSA  rules  as  promulgated  in  41  CFR 
105-64,  published  in  the  Federal  Register. 

Contesting  record  procedures:  GSA  Rules  for  access  to  systems 
of  records,  contesting  the  contents  of  a  system  of  records  and  ap¬ 
pealing  initial  determinations  are  promulgated  in  41CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Agency  personnel  and  payroll  reconis, 
and  the  individuals  themselves. 

GSA/Regional  Administrators  3 
System  name:  Biographical  sketches 

System  location:  This  system  is  located  in  the  offices  of  the  Re¬ 
gional  Administrators  at  the  addresses  listed  below: 

GSA  Region  1 

Office  of  the  Regional  Adminiistrator  (I  A) 

John  W.  McCormack  Post  Office  and  Courthouse 
Boston.  MA  02109 

GSA  Region  2 

Office  of  the  Regional  Administrator  (2A)  ' 

26  Federal  Plaza 
New  York,  NY  10007 

GSA  Region  3 

Office  of  the  Regional  Administrator  (3A) 

7th  and  D  Streets,  SW. 

Washington,  D.C.  20407 

GSA  Region  4 

Office  of  the  Regional  Administrator  (4A) 

1776  Peachtree  Street,  NW.  , 

Atlanta,  GA  30309 

GSA  Region  5 

Office  of  the  Regional  Administrator  (5A) 

230  South  Dearborn  Street 
Chicago,  IL  60604 

GSA  Region  6  ' 

Office  of  the  Regional  Administrator  (6A) 

1550  East  Bannister  Road 
Kansas  City.  MO  64131 

GSA  Region  7 

Office  of  the  Regional  Administrator  (7 A) 

819  Taylor  Street 
Fort  Worth,  TX  76102 

GSA  Region  8 

Office  of  the  Regional  Administrator  (8A) 


Building  41,  Denver  Federal  Center 
Denver,  CO  80225  ^ 

GSA  Region  9 

Office  of  the  Regional  Administrator  (9A) 

525  Mailcet  Street 
San  Francisco,  CA  94105 

GSA  Region  10 

Office  of  the  Regional  Administrator  (lOa) 

GSA  Center 
Auburn,  WA  98002 

Categories  of  individuab  covered  by  the  system:  Individuals  in¬ 
clude  GSA  and  other  Federal  government  officials. 

'Categories  of  records  in  the  system:  Records  con^st  of  biographi¬ 
cal  sketches  of  GSA  and  other  Federal  government  officials. 
Records  are  used  by  the  Regional  Administrator  and  his  staff  for 
the  purpose  of  preparing  introductions  for  GSA  and  other  Federal 
government  officials,  for  speeches  and  public  relations. 

Authority  for  maintenance  of  the  system:  Title  5,  U.S.C.  Section 
301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (a)  (7)  and  provided  for 
in  5  U.S.C.  552a  (b)  (3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  name. 

Safeguards:  Restricted  to  official  use  only  on  a  need  to  know 
basis. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB.  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  addrem:  The  officiab  responsible  for  the 
system  of  recoids  are  the  Regional  Administrators  at  the  addresses 
listed  above. 

Notification  procedure:  InformatioA  may  be  obtained  from  the  Re¬ 
gional  Administrators  at  the  addresses  listed  above. 

Record  aceem  procedures:  Requests  to  access  records  may  be 
directed  to  the  office  of  the  Regk>oal  Administrator,  at  the  address 
luted  above,  in  accordance  with  the  GSA  rules  as  promulgated  in 
41  CFR  105-64,  published  in  the  Federal  Register. 

Contestiag  record  procedures:  GSA  rules  for  access  to  systems  of 
records,  contesting  the  contents  of  a  system  of  records  and  appeal¬ 
ing  initial  determinations  are  promulgated  in.  4ICFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Public  information,  the  individuals 
themselves,  or  news  releases. 

GSA/Regional  Administrators  4 

System  name:  Regional  Administrator’s  official  correspondence 
files. 

System  location:  The  system  is  located  in  the  offices  of  the  Re¬ 
gional  Administratois,  Regions  1  through  10.  at  the  addresses  listed 
below:  l 

GSA  Region  1 

Office  of  the  Regional  Adminiistrator  (lA) 

John  W.  McCormack  Post  Office  and  Courthouse 
Boston.  MA  02109 

\ 

GSA  Region  2 

Office  of  the  Regional  Administrator  (2A) 

26 'Federal  Plaza 
New  York.  NY  10007 

GSA  Region  3 

Office  of  the  Regional  Administrator  (3A) 

7th  and  D  Streets,  SW. 

Washington,  D.C.  20407 

GSA  Region  4 

Office  of  the  Regional  Administrator  (4A) 

1776  Peachtree  Street,  NW. 

Atlanta,  GA  30309 
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GSA  Region  5 

Office  of  the  Regional  Administrator  (SA) 

230  South  Dearborn  Street 
Chicago,  IL  60604 

GSA  Region  6 

Office  of  the  Regional  Administrator  (6A) 

IS50  East  Bannister  Road 
Kansas  City.  MO  64131 

GSA  Region  7 

Office  of  the  Regional  Administrator  (7 A) 

819  Taylor  Street 
Fort  Worth.  TX  76102 

GSA  Region  8 

Office  of  the  Regional  Administrator  (8A) 

Building  41,  Denver  Federal  Center 
Denver.  CO  80225 

GSA  Region  9 

Office  of  the  Regional  Administrator  (9A) 

525  Market  Street 
San  Francisco,  CA  94105 

GSA  Region  10 

Office  of  the  Regional  Administrator  (10a) 

GSA  Center 
Auburn.  WA  98002 

Categsriei  of  ladtridnali  covered  by  the  syateiB:  Individuals  in¬ 
clude  those  corresponding  with  the  Regional  Administrators  regard¬ 
ing  savings  bond  campaigiu,  employees  receiving  letters  ot  ap¬ 
preciation  and  commeiidation.  Members  of  Congress.  Mayors,  and 
their  staffs,  and  other  individuals. 

Categories  of  records  In  the  system:  Records  consist  of  incoming 
correspondence,  background  matmial,  and  outgoing  correspondence 
to  individuals  descril^  in  the  system.  The  system  is  used  as  a 
record  of  correspondence  received  by  the  offices  of  the  Regional 
Administrators  ud  as  a  reference  in  preparing  and  replying  to  im¬ 
mediate  and  future  correspondence. 

Anthsrhj  far  auinisaance  al  the  system:  Title  5,  U.S.C.  Section 
301. 

Bontins  asm  of  records  maiatahmd  hi  the  sjstsm,  Inrinding  catsgo- 
rtes  ot  nsers  and  the  nmrposcs  al  each  ases:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (a)(7)  and  provided  for 
in  5  U.S.C.  552a  (bX3),  are  deserfted  in  the  appendix  following  the 
GSA  Notices. 

BBS  IBs  mSB^aBBg  BO^BMB^f 

aad  diaposlag  of  rseords  la  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievahllity;  Filed  alphabetically  by  name  ot  the  individual  or 
firm. 

Salcgaardst  Access  limited  to  Regional  Administrator  and  staff 
tor  official  use  only  on  a  need  to  knw  basis. 

Brtsatlon  and  diapaaal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  aad  addrem:  The  officials  responsible  for  the 
system  of  records  are  the  Regional  Administrators  at  the  addresses 
luted  above. 

NotWcallon  procedare:  Information  may  be  obtained  from  the  Re¬ 
gional  Administrators  at  the  addresses  listed  above. 

Record  aceem  procednres:  Requests  to  access  records  may  be 
directed  to  the  offices  of  the  R^ional  Administrators,  at  the  ad- 
dresess  listed  above,  in  accordance  with  the  GSA  rales  as  promul¬ 
gated  in  41CFR  105-M,  published  in  the  Federal  Register. 

Contesting  record  praoedarcs:  GSA  rales  for  access  to  systems  of 
records,  contesting  tne  contents  of  a  system  of  records  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  4ICFR  105-64, 
published  in  the  Federal  Register. 

Record  mnree  categories:  The  actual  correspondence  and  agency 
records. 

GSA/PRS  1 

System  namr~  Employee  Related  Files,  GSA/PBS 


System  location:  This  system  is  located  in  Public  Buildings  Ser¬ 
vice  at  addresses  of  each  location  listed  in  the  appendix  following 
NoUce  GSA/PBS  3. 

Categories  of  individuals  covered  by  the  system:  PBS  Central  Of¬ 
fice.  other  Central  Office  employee  files  as  necessa^,  and  Re¬ 
gional  employee  files  that  are  kept  on  employees  in  their  respective 
offices. 

Categories  of  records  la  the  system:  General  personnel  informa¬ 
tion,  including  but  not  limited  to;  name,  home  address,  home 
telephone  number,  work  location  and  teleplmne  number,  SSN, 
DOB,  dates  of  service,  salary,  grade,  within  grade  increases, 
promotions,  education,  work  experience,  biomphical  material, 
tardiness,  grievances,  executive  justification,  EEO  Counselors, 
press  inquiries,  appraisal  register  (stafO.  work  measurement  time, 
attendant  records,  special  handling  of  checks/bonds  service  and 
reimbursement  agreement,  report  of  absence,  employee  clearance 
sheet,  request  for  personnel  action  and  insurance,  physical  fitness 
reports,  statement  of  personal  history,  retirement  information, 
health  benefit  information,  work  assignments,  notice  of  inquiry  or 
occupational  disease,  property  pass  individual  record  of  emergency 
data,  employee  parking  permit  application  and  related  information, 
motor  vehicle  operators  identification  card  (SF  46),  payroll  change 
slips,  organizational  roster,  alcholisms,  letters  of  reference  and  pic¬ 
tures,  career  plans,  health  A  skk  leave  certificates,  impers  relating 
to  accidents,  dis-_ability  information,  position  sensitivity,  finger¬ 
print  chart,  work  assignment  and  orientation  schedules.  These 
records  are  used  to  monitor  and  document  personnel  actions,  deter¬ 
mine  eligibility  for  promotkNi.  and  work  assignment;  for  the  con¬ 
venience  of  supervisors  in  overseeing  employee  activities;  to  evalu¬ 
ate  performance;  document  disciplinary  action;  monitor  grievance 
proceeding  and  EEO  complaints,  provMe  reference  to  other  agen¬ 
cies  when  seeking  employment  elsewhere;  use  as  a  general  manage¬ 
ment  tool  to  oversee  personnel  administration  of  the  organization. 

Authority  for  malntmonce  of  the  system:  Title  5.  U.S.C.  general. 

Routine  uses  of  records  nuiutaiued  M  the  system,  lucludlag  catego¬ 
ries  of  users  and  the  purposm  of  ouch  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (a)  (7)  and  provided  for 
in  5  U.S.C.  552a  (b)  (3),  are  described  in  the  appendix  following  the 
GSA  notices. 

PoMcim  and  practiecs  tor  storing,  retrieving,  acccssiag,  rctainiag, 
aad  dispoaiag  of  records  in  the  qutem: 

Storage:  P^ier  records  in  file  folders  and  card  files. 

RstrhvahiHtj:  Filed  alphabetically  by  name  at  each  location. 

Safeguards:  Information  released  only  to  authorized  officials. 

Retention  aad  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  saanagerfs)  and  address:  The  official  responsible  for  this 
system  of  records  is  the  Commissioner,  Public  Buildings  Service, 
Washington,  DC  20405. 

Netfflcatlon  proeednre:  Information  may  be  obtained  from  the  of¬ 
ficials  cited  above  at  the  appropriate  repository  where  individual 
have  records.  If  not  known,  general  inquiries  should  be  made  to  the 
Commissioner,  Public  Buildi^  Service.  The  addresses  of  all  loca¬ 
tions  are  listed  in  the  appendix  following  Notice  GSA/PBS  3. 

Reeard  aeeaa  proeedarcs:  Same  as  above.  GSA  rules  for  access 
to  Systems  of  Records  contesting  the  contents  of  a  System  of 
Recciid  and  appealing  initial  determinations  are  promulgated  41 
CFR  105-64,  published  in  the  Federal  Register. 

Coateriiag  record  procedures:  GSA  rales  for  access  to  Systems  of 
Records  contest!^  the  contents  of  a  System  of  Record  and  appeal¬ 
ing  initial  determinations  are  promulgated  41  CFR  105-64,  published 
in  the  Federal  Register. 

Record  mnree  categories:  Agency  officials,  individuals  and  per¬ 
sonnel  from  finance  and  personnel 

GSA/PBS  2 

System  name:  Space  Management  and  Employee  Information.  Au¬ 
tomated  Systems  -  GSA/PBS 

System  location:  The  hardware  systems  are  located  at  Regional 
Federal  Data  Processing  Centers  (see  appendix  following  Notice 
GSA/PBS  3)  and  INFONET  System.  El  ^gundo,  Calif.  (National 
Tele  Processing  Service). 

Categories  of  individuals  covered  by  the  system:  Congressmen  and 
Senators;  PBS  Central  office  employees  and  regional  office  em¬ 
ployees. 
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Categories  of  records  in  the  system:  Included  are  identification  of 
current  status  of  any  particular  space  request  or  lease  contract 
negotiations;  computation  of  Federal  Buildings  Fund  Standard 
Level  User  Charge  Bills;  determine  cost  of  personnel  time  related 
to  each  project  and  computation  of  office  of  Space  Management 
workload  statistics  for  management.  Space  assignment  and  cost 
data  maintained  only  for(congressional)space  build  under  the 
Federal  Building  Fund  concept.  Maintains  building  and  lease  assign¬ 
ment  information  used  for  program  management  and  computation 
of  Standard  Level  User  changes  for  the  Federal  Buildings  Fund; 
provides  timely  and  accuate  management  information  to  PBS  per¬ 
sonnel;  maintains  cost  information  (employee  cost  and  hours  ex¬ 
pended);  produce  statistics  from  which  standards  of  performance 
and  manpower  requirements  can  be  determined. 

Authority  (or  maintenance  of  the  system:  Public  Buildings  Act, 
1959;  Public  Law  92-313  and  5  U.S.C.  Part  HI.  General. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  SS2a  (a)  (7)  and  provided  for 
in  5  U.S.C.  S52a  (b)  (3)  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape,  cards  and  discs. 

Retrievahility:  Employee  name,  grade  and  SSN 

Safeguards:  System  user  number  and  passwords,  program  name 
codes  and  keys,  batch  modes  with  reports  provided  only  to 
authorized  PBS  personnel. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.1). 

System  manager(s)  and  address:  The  official  responsible  for  this 
system  of  record  is  the  Commissioner,  Public  Buildings  Service, 
Washington,  DC.  2040S. 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  same  as  above.  GSA  rules  for  access 
to  System  of  Records  Contesting  the  contents  of  a  System  of 
Record  and  appealing  initial  determinations  are  promulgated  41 
CFR  105-64,  published  in  the  Federal  Register. 

Contesting  record  procedures:  GSA  rules  for  access  to  Systems  of 
Records  contesting  the  contents  of  a  System  of  Record  and  appeal¬ 
ing  initial  determinations  are  promulgated  41  CFR  105-64,  published 
in  the  Federal  Register. 

Record  source  categories:  Agency  officials,  individuals. 

GSA/PBS  3 

System  name:  Incident  Reporting  System  •  GSA/PBS 

Security  classification:  Unclassified  to  Top  Secret 

System  location:  The  systems  are  located  at  each  investigator’s 
office,  each  Regional  office;  and  Central  Office.  (See  addresses  of 
each  location  listed  in  the  appendix  following  Notice  GSA/PBS  3.) 

Categories  of  individuals  covered  by  the  system:  Category  of  In¬ 
dividuals:  These  files  include  the  following: 

a.  Identification  of  individuals  who  were  the  source  of  I )  the  ini¬ 
tial  complaint,  or  2)  an  allegation  that  a  crime  has  taken  place. 

b.  Identification  of  witnesses  having  information  or  evidence 
relating  to  any  side  of  an  investigation; 

c.  Identification  of  possible  and  actual  suspects  in  the  criminal 
situation  that  is  subject  of  investigation; 

d.  Identification  material  developed  on  subjects  of  investigation, 
both  those  whose  identity  is  known  and  those  who  are  unknown; 

e.  Identification  on  sources  of  information.  Identification  on 
sources  of  evidence.  The  identity  of  these  individuals  may  be  con¬ 
fidential  as  well  as  the  subject  matter  they  contribute.  These  files 
contain  information  vital  to  the  outcome  of  administrative 
procedures,  civil  and  criminal  cases.  Much  of  this  information  is 
subject  to  the  Jencks  Act,  the  FOI  Act  and  the  Privacy  Act. 

Categories  of  records  in  the  system:  Complete  Criminal  Investiga¬ 
tion  Report.  From  the  opening  of  a  case  until  its  close.  It  may  be 
closed  administratively  or  by  final  court  disposition.  These  files  are 


used  in  the  enforcement  of  criminal  laws  and  rules  and  reflations 
that  provide  punitive  sanctions.  They  are  used  in  police  efforts  to 
prevent,  control  or  reduce  crime  and  apprehend  criminals.  Also 
they  are  used  by  prosecutors,  the  courts,  and  in  connection  with 
correctional,  probation,  pardon  and  parole  activities.  These  files  are 
instituted  and  maintained  at  varying  points  in  the  process.  The 
processes  of  criminal  justice  and  civil  or  administrative  remedies 
require  their  partial  or  total  disclosure. 

Authority  for  maintenance  of  the  system:  40  U.S.C.  318  et  seq 
OFA  P  5440.1,  CHGE  315 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Routine  Uses: 

a.  To  officers  and  employees  of  the  Federal  Protective  Service 
who  need  their  content  in  the  performance  of  their  authorized  du¬ 
ties; 

b.  To  the  various  bureaus  and  divisions  of  the  Justice  Depart¬ 
ment  that  have  primary  jurisdiction  in  locations  and  on  subject  mat¬ 
ters  that  the  FPS  shares,  to  some  extent,  the  same  jurisdiction; 

c.  To  those  subdivisions  of  the  Justice  Department  that  have  the 
responsibility  for  prosecuting  criminal  cases  and  pursuing  civil 
cases  arising  from  authorized  activities  of  th^  FPS; 

d.  To  the  Civil  Service  Commission  for  purposes  which  they  are 
authorized  to  use  the  information; 

e.  Law  enforcement  agencies  which  have  lawfully  participated  in 
an  investigation  jointly  conducted  with  the  FPS,  and  also  those 
Routine  Uses  contained  in  the  appendix  following  the  GSA 
Notices. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper,  mag  tape,  index  cards. 

RetrievabiiUy:  Manually  by  name,  file  number,  case  number,  by 
incident  and  location  as  well  as  type  of  incident. 

Safeguards:  Stored  in  steel  filing  cabinets  with  built  in  3  position 
dial  type  combination  safe  lock,  in  space  assigned  FPS  investiga¬ 
tions  in  various  government  owned  and  leased  buildings. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  official  responsible  for  this 
system  of  recoils  is: 

Assistant  Commissioner  for  Federal  Protective 
Service  Management 
General  Services  Administration 
Room  2042,  18th  &  F  Streets,  NW 
Washington,  DC.  20405 

Record  source  categories:  Information  contained  in  these  record 
systems  is  developed  through  investigation,  informants,  witnesses, 
official  records,  invest!-  gative  leads,  statements,  depostions,  busi¬ 
ness  records  or  any  other  information  source  available  to  the 
Federal  Protective  Service  investigators. 

Systems  exempted  from  certain  provisions  of  the  act:  Disclosure 
Policies:  On  a  case-by-case  after  tri-level  consideration,  the  follow¬ 
ing  officials  will  avail  themselves  of  exemption  under  the  Privacy 
Act  of  1974  with  the  exception  of  Subsections  (b),  (c)  (1)  and  (2), 
(e)  (4)  (A)  through  (F),  (e)  (6),  (7),  (9).  (10)  and  (11)  and  (i),  and 
Section  B-7  of  the  FOI:  Regional  Director  Federal  Protective  Ser¬ 
vice  Division;  Assistant  Commissioner,  Office  of  Federal  Protec¬ 
tive  Service  Management;  and  General  Counsel.  Rules  exempting 
the  system  are  published  in  the  Federal  Register. 

Regional  Office  Buildings 

Appendix  GSA/PBS  Addresses  of  Location 

Regional  Offices 

Region  1 

Post  Office  and  Courthouse 
Boston,  Massachusetts  02109 

Region  2 

26  Federal  Plaza  ^ 
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New  York,  New  York  10007 
Region  3 

GSA  Regional  Office  Building 
7th  A  D  Streets.  SW.. 
Washington  DC  20407 

Region  4 

1776  Peachtree  Street,  NW;, 
Atlanta,  Georgia  30309 

Region  S 
Federal  Building 
230  S.  Dearborn  Street 
Chicago,  Illinois  60604 

Region  6 
Federal  Building 
ISOO  East  Bannister  Road 
Kansas  City,  Missouri  64131 

Region  7 
819  Taylor  Street 
Fort  Worth,  Texas  76102 

Region  8  ^ 

Building  41 

Denver  Federal  Center 
Denver,  Colorado  8022S 

Region  9 

S2S  Market  Street 

San  Francisco,  California  94105 

Region  10 
GSA  Center 

Auburn,  Washington  98002  — 
Region  1 

Field  Offices  A  Addresses 

John  Fitzgerald  Kennedy 
Federal  Building  Field  Office 
Rm.  E131,  Government  Center 
Boston,  MA  02203 

John  W.  McCormack 
Post  Office  A  Courthouse  Field 
Office 

Rm.  903,  Post  Office  Square 
Boston,  MA  02109 

Area  Office  A  Address 

Manchester 

Rm.  113,  Hoyt  Building 
497  Silver  Street 
Manchester.  NH  03103 

Field  Offices  A  Addresses 

Andover 

Rm.  Ill,  North  Atlantic 
Service  Center 
310  Lowell  Street 
Andover.  MA  01810 

Augusta 

Rm.  lOlE,  Federal  Building  A 
Post  Office 
40  Western  Avenue 
Augusta,  ME  04330 

Burlington 

Rm.  317,  Federal  Building 
II  Elmwood  Avenue 
Burlington,  VT  05401 

Concord 

Rm.  1 10,  Federal  Building,  Post 


Office  A  Courthouse 
55  Pleasant  Street 
Concord.  NH  03301 

Portland 

Rm.  117,  Courthouse 
156  Federal  Street 
Portland.  ME  04111 

Area  Office  A  Address 

Providence 

Rm.  322,  Federal  Building, 
Post  Office 
Exchange  Terrace 
Providence,  RI  02903 

Field  Offices  A  Addresses 

Hartford 

Rm.  137,  Federal  Building 
450  Main  Street 
Hartford,  CT  06103 

Providence 

Rm.  318,  Federal  Building, 
Post  Office 
Exchange  Terrace 
Providence,  RI  02903 

Waltham 

Bldg.  147,  Federal  Center 
424  Trapelo  Road 
Waltham.  MA  02154 

Worcester 

Rm.  400,  Federal  Building, 
Courthouse 
595  Main  Street 
Worcester,  MA  01608 

Region  2 

Area  Office  A  Address 
Albany 

Rm.  929,  Federal  Building 
Clinton  Ave.  A  N.  Pearl  St. 
Albany,  NY  12207 

Field  Offices  A  Addresses 

Albany' 

Rm.  213,  Post  Office  A 
Courthouse 
Albany.  NY  12201 

Plattsburg 
Federal  Building 
Plattsburg,  NY  12901 

Scotia 

Bldg.  12.  GSA  Scotia  Depot 
Scotia.  NY  12302 

Area  Office  A  Address 

Brooklyn 

Building  245,  Mezznine 
Raritan  Depot 
Edison.  NJ  08817 

Field  Offices  A  Addresses 

Airport  _ 

Rm.  101,  Federal  Building 
JFK  International  Airport 
Jamaica,  NY  11430 

Belle  Mead 

GSA  Belle  Mead  Depot 
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Belle  Mead,  NY  08502 

Brookhaven 
Bldg.  1 .  IRS  Center 
1040  Waverly  Avenue 
Holts viUe,  NY  11742 

Brooklyn 

Rm.  327D,  Federal  Building 
and  Courthouse 
225  Cadman  Plaza  East 
Brooklyn,  NY  11201 

Field  Offices  &  Addresses 

Newark 

Rm.  135,  Federal  Building 
970  Broad  Street 
Newark,  NJ  07102 

Trenton 

Rm.  207,  Post  Office  and  Courthouse 
Trenton,  NJ  08608 

Area  Office  &  Address 

Buffalo 

Rm.  618,  Federal  Building 
1 1 1  W.  Huron  Street 
Buffalo,  NY  14202 

Field  Offices  &  Addresses 

Buffalo 

Rm.  30,  Federal  Building 
1 1 1  W.  Huron  Street 
Buffalo,  NY  14202 

Binghamton 

Rm.  200,  Administration  Building 
GSA  Depot.  Hoyt  Avenue 
Binghamton,  NY  13901 

Rochester 

Rm.  309,  Federal  Building  and 
Courthouse 
100  State  Street 
Rochester,  NY  14614 

Area  Office  St  Address 

Manhattan 
Rm.  2421 
26  Federal  Plaza 
New  York  Cif  NY  10007 

Field  Offices  &  Addresses 

Battery 
Rm.  881 

6  World  Trade  Center 
New  York  City,  NY  10048 

Federal  Plaza 
Rm.  309,  Federal  Building 
26  Federal  Plaza 
New  York  City,  NY  10007 

Greater  Manhattan 
5th  Floor 
252  •  7th  Avenue 
New  York  City,  NY  lOOOl 

Courthouse 

U.S.  Courthouse 
40  Foley  Square,  Rm.  104 
New  York  City,  NY  10007 

Area  Office  St  Address 


Puerto  Rko 
GSA,  Po  Box  3672 
San  Juan.  PR  00904 

Field  Office  St  Address 

San  Juan 

GSA.  PO  Box  3672 
San  Juan.  PR  00904 

Region  3 

Area  Office  &  Address 
Philadelphia 

Rm.  G-230,'  Regional  Office 
Building 

7th  A  D  Streets.  SW 
Washington,  DC  20407 

Field  Offices  A  Addresses 

E.  Philadelphia 
Rm.  1211, 

Federal  Building 
600  Arch  Street 
Philadelphia,  PA  19106 

W.  Philadelphia 
Rm.  115,  Federal  Building 
1421  Cherry  Street 
Philadelphia,  PA  19102 

Germantown 
Rm.  38,  Courthouse 
and  Fe^ral  Building 
9th  St  Market  Street 
Philadelphia,  PA  19107 

Harrisburg 
Rm.  863,  Courthouse 
and  Federal  Building 
228  Walnut  Street 
Harrisburg,  PA  17101 

Pittsburgh 

Rm.  2136,  Federal  Building 
1000  Liberty  Avenue 
Pittsburgh.  PA  15222 

Wilkes-barre 

Rm.  504,  Wyoming  Valley 
Vets.  Building 
19  N  Main  Street 
Wilkes-barre.  PA  18701 

Area  Office  St  Address 

Richmond 

Rm.  G-226,  Regional  Office 
Building 

7th  A  D  StreeU,  SW 
Washington,  DC  20407 

Field  Offices  A  Addresses 

James  River 

Rm.  1010,  Federal  Building 
400  N  8th  Street 
Richmond,  VA  23240 

Kanawha 

Rm.  3017,  Federal  Building 
500  Quarrier  Street 
Charleston,  WV  25301 

Norfolk 

Rm.  5,  Bank  of  Virginia  Building 
870  N  Military  Highway 
Norfolk.  VA  23502 
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Parkersburg 

Rm.  3321,  Federal  Building 
Juliana  &  Sth  Streets 
Parkersburg,  WV  26101 

Area  Office  &  Address 

South 

Rm.  G-230,  Regional  Office 
Building 

7th  &  D  Streets.  SW 
Washington,  DC  20407 

Field  Offices  &  Addresses 

Anacostia 
Budding  20S  NYA 
2nd  &  M  Streets,  SE 
Washington,  DC  20407 

Central  Support 
10  P  Street,  SW 
Washington,  DC  20407 

Forrestal 

Rm.  lG-024,  Forrestal  Building 
1000  Independence  \venue,  SW 
Washington,  DC  20407 

Agriculture 

Rm.  1509,  South  Agriculture  Bldg. 
14th  &  Independence  Avenue.  SW 
Washington,  DC  20407 

HEW 

Rm.  1264,  HEW  North  Building 
330  Independence  Avenue,  SW 
Washington,  DC  20407 

Southwest 

Rm.  LWl,  Trans  Point  Building 
2100  2nd  Sueet,  SW 
Washington,  DC  20S9S 

Mall 

Rm.  1102,  GSA  Regional  Office 
Building 

7th  &  D  Streets,  SW 
Washington,  DC  20407 

Area  Office  &  Address 

White  House 
Rm.  48.  EOB 

I7th  &  Pennsylvania  Ave,  NW 
Washington,  DC  210S6 

Field  Office  &  Address 

Suitland 

Rm.  1037,  Federal  Building  3 
Suitland.  MD  20033 

Area  Office  &  Address 

West 

Rm.  G-228.  Regional  Office 
Building 

7th  &  D  Streets.  SW 
Washington,  DC  20407 

Field  Offices  &  Addresses 

AEC 

Rm.  R-003,  AEC  Building 
Germantown,  MD  2054S 

Commerce 

Rm.  1036,  Commerce  Building 
14th  &  Constitution  Ave,  NW 
Washington,  DC  20231 


Lafayette 
Rm.  402 

1016  16th  Street,  NW 
Washington,  DC  20005 

Interior 

Rm.  1452,  Federal  Building  9 
1900  E  Street,  Nw 
Washington,  DC  20415 

Rock  Creek 

Rm.  101,  Gelman  Building 
2120  L  Street,  NW 
.  Washington,  DC  20407 

State 

Rm.  1481 ,  State  Building 
320  21st  Street.  NW 
Washington,  DC  20520 

Veterans 

Rm.  118.  Veterans  Building 
810  Vermont  Avenue.  NW 
Washington,  DC  20005 

Area  Office  &  Address 

Arlington 

Rm.  G-228,  Regional  Office 
Building 

7th  &  D  Streets.  SW 
Washington,  DC  20407 

Field  Offices  &  Addresses 

Alexandria 
Rm.  428,  Hoffman  I 
2461  Eisenhower  Avenue 
Alexandria.  VA 

Columbia  Pike 

Rm.  1030,  Federal  Building  2 
Columbia  Pike 
Arlington,  VA  20301 

Jefferson  Davis 
Rm.  946,  Crystal  Plaza  6 
2221  Jefferson  Davis  Highway 
Arlington,  VA  22202 

Rm.*lE-12.  CIA  Budding 
McLean,  VA  20505 

Pentagon 

Rm.  IA-331,  Pentagon  Budding 
Arlington,  VA  20301 

Rosslyn 

Rm.  126,  Architect  Building 
1400  Wdson  Boulevard 
ArUngton.  VA  22209 

Area  Office  &  Address 

Baltimore 

Rm.  G-226,  Regional  Office 
Building 

7th  &  D  Streets,  SW 
Washington,  DC  20407 

Field  Offices  &  Addresses 

Chesapeake 

Rm.  315,  Federal  Building 
31  Hopkins  Plaza 
Baltimore,  MD  21202 

Fort  Meade 

Rm.  9808,  NSA  Budding 
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Baltimore,  MD  21202 

West  Maryland 
Rm.  1G2S,  Oper.  Building. 
Baltimore,  MD  21202 

Woodlawn 

1  Rutherford  Plaza 
7133  Rutherford  Road 
Baltimore,  MD  21207 

Area  Office  A  Address 

North 

Rm.  G-230,  Regional  Office 
Building 

7th  A  D  Streets,  SW 
Washington,  DC  20407 

Field  Offices  A  Addresses 

GAO 

Rm.  1057,  GAO  Building 
441  G  Street,  NW. 

Washington,  DC  20407 

Hyattsville 

Rm.  1010,  Presidential  Building 
6525  Belcrest  Road 
Hyattsville,  MD  20782 

Justice 

•Rm.  1B858,  9th  A  PA  Avenue,  NW 
Washington,  DC  20407 

Labor 
Rm.  S-1207 

3rd  A  Constitution  Avenue,  NW 
Washington,  DC  20407 

Patrick  Henry 

Rm.  4426,  610  D  Street,  NW 
Washington,  DC  20407 

Region  4 

Field  Office  A  Address 
Atlanta 

Federal  Building 
272  Ivy  Street,  NE 
AtlanU,  GA  30308 

Area  Office  A  Address 

Birmingham 

Rm.  1612,  2121  Building 
2121  8th  Avenue 
Birmingham,  AL  35203 

Field  Offices  A  Addresses  ' 

Birmingham 

Rm.  243,  Federal  Building 
1800  5th  Avenue,  N. 

Birmingham,  AL  35203 

Huntsville 

Rm.  IE,  1600  Ballistic  Missle 
Center,  PO  Box  1367,  West  Station 
Huntsville,  AL  35807 

Jackson 

Rm.  20,  Post  Office  A  Courthouse 
245  E  Capital  Street 
PO  Box  1250 
Jackson,  MS  39205 

Mobile 

Rm.  407,  Federal  Building 
Mobile,  AL  36602 


Montgomery 

Rm.  400,  Post  Office  A  Courthouse 
Comer  Church  A  Lee  Street 
Montgomery,  AL  36104 

Tupelo 

Rm.  320,  Federal  Building  A 
Post  Office 

500  W.  Main,  PO  Box  711 
Tupelo,  MS  38801 

Area  Office  A  Address 

Chariotte 

Rm.  413,  BSR  Building 
316  E  Morehead  Street 
Chariotte,  NC  28205 

Field  Offices  A  Addresses 

Asheville 

Rm.  77,  Federal  Building 
Battery  Park  Avenue 
AshevUle,  NC  28801 

Charleston 

Rm.  621,  Federal  Building 
334  Meeting  Street 
Charleston,  SC  29403 

Columbia 

Rm.  502D,  Federal  Building 
901  Sumter  Street 
Columbia,  SC  29201 

Raleigh 

Rm.  520,  Federal  Building, 

Post  Office  and  Courthouse 
310  New  Bern  Avenue 
Raleigh.  NC  27601 

Area  Office  A  Address 

Jacksonville 

Rm.  448,  Federal  Building 
400  W  Bay  Street,  PO  Box  35005 
Jacksonville,  FL  32202 

Field  Offices  &  Addresses 

Jacksonville 

Rm.  448,  Federal  Building 
400  W  Bay  Street,  PO  Box  35005 
Jacksonville,  FL  32202 

Miami 

Rm.  1517,  Federal  Building 
51  SW  1st  Avenue 
Miami,  FL  33130 

Savannah 

Rm.  232,  Post  Office  A  Courthouse 
Bull  and  State  Street 
Savannah,  GA  31402 

Tampa 

Rm.  733,  Federal  Building 
500  Zack  Street 
Tampa,  FL  33602 

Thomasville 

Rm.  208,  Federal  Building 
PO  Box  1355 
Broad  A  Monroe  Streets 
Thomasville,  GA  31792 

Area  Office  A  Address 

Nashville 

Rm.  A905,  Federal  Building 
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and  Courthouse 
801  Broadway 
Nashville,  Tn  37203 

Field  Offices  &  Addresses 

Covington 

Rm.  138,  IRS  Center 
4th  &  Russell  Streets 
Covington,  KY  41011 

Louisville 

Rm.  273,  Federal  Building 
600  Federal  Place 
Louisville.  KY  40202 

Memphis 

Rm.  382,  Clifford  Davis 
Federal  Building 
167  N  Main  Street 
Memphis.  TN  38103 

Nashville 

Rm.  117,  Federal  Building 
and  Courthouse 
801  Broadway 
NashvUle,  TN  37203 

Oak  Ridge 

Rm.  G-209,  Federal  Building 
Administration  Road 
PO  Box  3474 
Oak  Ridge.  TN  37830 

Region  S 

Field  Offices  &  Addresses 
Courthouse 

Rm.  280,  Everett  Mckinley 
Dirksen  Building 
219  S  Dearborn 
Chicago.  IL  60604 

North 

Rm.  128.  Federal  Building  and 
Railroad  Retirement  Building 
844  N  Rush 
Chicago,  IL  60611 

South 

«  Rm.  127,  Federal  Building 
Building  A 

1819  W  Pershing  Road 
Chicago.  IL  60609 

Central 

Rm.  292,  Federal  Building 
536  S  Clark  Street 
Chicago,  IL  6060S 

Fort  Wayne 
GSA-FSS-Casad  Depot 
Building  11 
New  Haven 
Fort  Wayne.  IN  46774 

Hammond 

Rm.  412,  Federal  Building 
and  Courthouse 
507  State  Street 
Hammond.  IN  46302 

Indianapolis 

Rm.  301,  Federal  Building 
and  Courthouse 
46  E  Ohio  Street 
Indianapolis,  IN 

Jeffersonville 

Rm.  160,  Federal  Center 


1201  E  10th  Street 
Jeffersonville.  IN  47130 

Terre  Haute 

Rm.  304,  Post  Office  and 
Courthouse 
30  N  7th  Street 
Terre  Haute,  IN  47808 

Canton 

Rm.  148,  Frank  T.  Bow  Federal  Buil 
201  Cleveland  Avenue,  SW 
Canton,  OH  44701 

Cincinnati 

Rm.  440,  Post  Office  and 
Courtehouse 

5th  Main  &  Walnut  Streets 
Cincinnati,  OH  44199 

Columbus 

Rm.  445,  Federal  Building  and 
Courthouse 
85  Marconi  Boulevard 
Columbus,  OH  43215 

Dayton 

Rm.  102,  Federal  Building  and 
Courthouse 
118  W  Third  Street 
Dayton,  OH  45402 

Toledo 

Rm.  1213,  Federal  Building 
234  Summit  Street 
Toledo,  OH  43604 

Detroit 

Rm.  1016,  Federal  Building 
and  Courthouse 
231  W  Lafayette 
Detroit,  Ml  48226 

Grand  Rapids 

Rm.  180,  Federal  Building 
and  Courthouse 
110  Michigan  Street,  NW 
Grand  Rapids,  MI  49502 

Battle  Creek 
Rm.  214,  Federal  Center 
74  N  Washington 
Battle  Creek,  MI  49017 

Pontiac 

Rm.  C9,  Federal  Building 
and  Post  Office 
35  E  Huron  Street 
Pontiac.  MI  48058 

Duluth 

Rm.  202,  Federal  Building, 
Courthouse  &  Customhouse 
515  W  1st 
Duluth,  MN  55802 

St.  Paul 

Rm.  226,  Federal  Building 
Ft.  Snelling 
Twin  Cities 
St.  Paul.  MN  55111 

Minneapolis 

Rm.  242,  Federal  Building 
and  Courthouse 
110  S  4th 

Minneapolis,  MN  55401 
Milwaukee 

Rm.  62,  Federal  Building  and 
Courthouse 
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517  E  Wisconsin  Avenue 
Milwaukee.  WI  53202 

Wausau 

Federal  Building 
317  First  Street 
Wausau.  WI  55401 

Springfield 

Rm.  104.  Federal  Building 
and  Courthouse 

600  E  Monroe  Street 
Springfield,  IL  62701 

Benton 

Rm.  220.  Post  Office 
and  Courthouse 
314  W  Main  Street 
Benton.  IL  62812 

Region  6 

Field  Offices  &  Addresses 
Topeka 

Federal  Center  Warehouse 
PO  Box  19047 
Topeka.  KS  66619 

Wichita 

Rm.  280.  Federal  Building 
■  418  S  Main  Street 
Wichita.  KS  67202 

Kansas  City  North 
Rm.  109.  Federal  Building 

601  E  12th  Street 
Kansas  City.  MO  64106 

Kansas  City  South 
Rm.  B-1.  Federal  Building 
1500  E  Bannister  Road 
Kansas  City.  MO  64131 

Area  Office  &  Address 

St.  Louis 

Rm.  635.  Courthouse  and 
Customhouse 
1114  Market  Street 
St.  Louis,  MO  63101 

Field  Offices  &  Addresses 

Mart 

Rm.  113,  Federal  Building 
405  S  12th  Street 
St.  Louis,  MO  63102 

Downtown 

Rm.  1624,  Federal  Building 

1 520  Market 

St.  Louis.  MO  63103 

MPRC 

Rm.  2005,  9700  Page 
St.  Louis.  MO  63132 

RoUa 

Rm.  1 ,  Tucker  Building 
103-105  W  10th  Street 
RoUa.  MO  65401 

Columbia 

Rm.  117,  Federal  Building 
608  E  Cherry  Street 
Columbia,, MO  65201 

Federal  Center 
Rm.  110,  Building  107, 
Federal  Center 


4300  Goodfellow  Boulevard 
St.  Louis,  MO  63120 

Area  Office  A  Address 

Omaha 

Rm.  1 106,  Federal  Building  and 
Post  Office 

215  N  17th  Street  , 

Omaha.  NE  68102  > 

Field  Offices  &  Addresses 

Cedar  Rapids 

Rm.  126,  Federal  Buildiiig  and 
Courthouse 
101  First  Street,  SE 
Cedar  Rapids,  lA  52401 

Fort  Dodge 

Rm.  B-2,  Federal  Building, 

Post  Office  and  Courthouse 
205  S  8th  Street 
Fort  Dodge,  lA  50501 

Des  Moines 

Rm.  118,  Federal  Building 
210  Walnut  Street 
Des  Moines,  lA  50309 

Omaha 

Rm.  1118,  Federal  Building, 
Post  Office  and  Courthouse 
215  N  17th  Street 
Omaha.  NE  68102 

North  Platte 

Rm.  104,  Federal  Building. 

Post  Offlce  and  Courthouse 
300  E  3rd  Street 
North  Platte.  NE  69101 

LiiKoln 

Rm.  103,  Federal  Building  and 
Courthouse 
129  N  10th  Street 
Lincoln.  NE  68508 

Region  7  ^ 

Area  Office  A  Address 

Austin 

Rm.  109,  Courthouse 
200  W  8th  Street 
Austin,  TX  78701 

Field  Offices  A  Addresses 

Austin 

Rm.  GlOO,  Federal  Building 
and  Post  Office 
300  E  8th  Street 
Austin,  TX  78701 

El  Paso 

Rm.  105,  Courthouse. 

500  E  San  Antonio  Street 
El  Paso.  TX  79901 

Laredo 

Rm.  300,  Post  Office  and 
Courthouse 
Matamoros  A  Juarez 
Laredo.  TX  78040 

San  Antonio 

Bldg.  3A.  Federal  Center 
630  S  Main  Street 
San  Antonio,  TX  78204 
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Little  Rock 

Rm.  1329,  Federal  BiiUding 
700  W  Capitol  Street 
Little  RocL.  AR  72201 

Field  Offices  A  Addresses 

Little  Rock 

Rm.  1120,  Federal  Buildiiig 
700  W  Capitol  Street 
Little  Rock,  AR  72201 

Russellville 

Rm.  114,  Federal  Budding 
River  A  David  Streets 
Russellville,  AR  72801 

Area  Office  A  Address 

New  Orleans 
Rm.  609,  Federal  Building 
600  South  Street 
New  Orleans,  LA  70130 

Field  Offices  A  Addresses 

Lafayette 

Rm.  303,  Federal  Building, 

—  Post  Office  and  Courthouse 
Jefferson  A  Main  Streets 
Lafayette,  LA  70S01 

New  Orleaiu 

Rm.  610,  Federal  Building 

600  SouA  Street 

New  Orleans,  LA  70130 

Ruston 

Rm.  108,  Federal  Building 
Mississippi  A  Vienna  Streets 
Ruston,  LA  72170 

Area  Office  A  Address 

Dallas 

Rm.  101,  Federal  Building 
and  Courthouse 
1114  Commerce  Street 
Dallas,  TX  7S242 

Field  Offices  A  Addresses 

Albuquerque 

Rm.  1018,  Federal  Building 
517  Gold  Avenue,  SW 
Albuquerque,  NM  87103 

Dallas 

Rm.  102,  Federal  Building 
and  Courthouse 
1114  Commerce  Street 
Dallas,  TX  7S242 

Fort  Worth 

Rm.  14A18,  Fritz  G.  1  nnham 
Federal  Buildiiig 
819  Taylor 

Fort  Worth,  TX  76102 
Lubbock 

Rm.  114,  Federal  Building 
and  Courthouse 
1205  Texas  Street 
Lubbock,  TX  79401 

Santa  Fe 

Rm.  1221,  Federal  Building 
S  Federal  and  Grant 
SanU  Fe,  NM  87501 


Area  Office  A  Address 
Houston 

Rm.  298,  Customhouse 
701  San  Jacinto 
Houston,  TX  77052 

Field  Offices  A  Addresses 


Beaumont 

Rm.  256,  Post  Office 
and  Courthouse 
Broadway  and  Willow  Streets 
Beaumont,  TX  77701 

Houston 

Rm.  5009,  Federal  Building 
and  Courthouse 
515  Rusk  Avenue 
Houston,  TX  77002  ^ 

Area  Office  A  Address 

Oklahoma  City 
Rm.  3436,  Post  Office, 
Courthouse  and  Federid  Building 
201  NW  3rd  Street 
OUahoma,  OK  73101 

Field  Offices  A  Addresses 

Muskogee 

Rm.  1 10,  Courthouse 
and  Federal  Building 
5th  A  W  Okmulgee  Streets 
Muskogee,  OK  74401 


Oklahoma  City 
Rm.  B031,  Post  Office, 
Courthouse,  and  Fedei^  Building 
201  NW  3rd  Street 
OUahoma,  OK  73101 

Tulsa 

Rm.  106,  Federal  Building 
224S  Boulder 
Tuba,  OK  74103 

Region  8 

Field  Offices  A  Addresses 


Denver  Federal  Center 
Entrance  E,  Building  41 
Denver,  CO  80^ 

York  Street 

Bldg.  7,  3800  York  Street 
Denver,  CO  80205 

Denver 

Rm.  1415,  Federal  Building  and 
Courthouse 
1961  Stout  Street 
Denver,  CO  80202 

Colorado  Springs 
PO  Box  4788 

Colorado  Springs,  CO  80930 
Billings 

Fedoal  Building  A  Courthouse 
PO  Box  1477 
Billings,  MT  59103 

Helena 

Federal  Building,  Rm.  401 
PO  Box  1718 
Hebna,  MT  59601 
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Missoula 

Federal  Building,  Post  Office  & 

Courthouse,  Rm.  1003 
PO  Box  1205 
Missoula,  MT  59801 

Bismarck 

Federal  Building,  Post  Office  & 

Courthouse,  Rm.  228 
220  East  Rosser 
Bismarck,  ND  58501 

Fargo 

Federal  Building  &  Post  Office 
Rm.  105 

657  -  2nd  Avenue,  N 
Fargo,  ND  58102 

Aberdeen 

Rm.  120,  Federal  Building 
115  -  4th  Avenue,  SE 
Aberdeen,  SD  57401 
•  Pierre 

Rm.  210,  Federal  Building, 

Post  Office  and  Courthouse 
225  S.  Pierre  Street 
Pierre,  SD  57501 

Utah 

Rm.  2201,  Federal  Building 

125  S  State  Street 

Salt  Lake  City.  UT  84111 

Casper 

Rm.  1010,  Federal  Building  and 
Post  Office 
100  East  B  Street 
( Casper.  WY  82601 

Cheyenne  >. 

Joseph  O'Mahoney  Federal  Center  i,r 

2120  Capitol  Avenue,  Rm.  2016 
Cheyenne,  WY  82001 

Region  9 


Santa  Ana 
Federal  Building 
34  Civic  Center  Drive 
Delle,  CA  90201 

Central  Los  Angeles 
Rm.  G-ll,  Courthouse 
312  N  Spring  Street 
Los  Angeles,  CA  90012 

West  Los  Angeles 
Rm.  10218,  Federal  Building 
1 1000  Wilshire  Boulevard 
Los  Angeles,  CA  90024 

San  Diego 

Rm.  712,  Charter  Oil  Bldg. 

1 10  W  ‘C  Street 
San  Diego,  CA  92101 

San  Clemente 

GSA,  US  Coast  Guard  Station 
San  Clemente,  CA  92672 

Phoenix 

Rm.  1006,  Federal  Building 
230  N  First  Street 
Phoenix,  AZ  85025 

Tucson  / 

Rm.  412,  Post  Office  and 
Courthouse 
Scott  and  Broadway 
Tucson,  AZ  85726 

Honolulu 

Rm.  214,  Post  Office  and 
Courthouse 
335  Merchant  Street 
Honolulu,  HI  96813 

Reno 

Rm.  3113,  Federal  Building 
300  Booth  Street 
Reno.  NV  89502 


Field  Offices  &  Addresses 

Sansome  Street 
Rm.  13.  Appraisers  Building 
630  Sansome  Street 
San  Francisco,  CA  94111 

Golden  Gate 

Rm.  1443,  Federal  building 

450  Golden  Gate 

San  Francisco.  CA  94102 

East  Bay 

Rm.  416,  Federal  Building 
1515  Clay  Street 
Oakland.  CA  94612 

Sacramento 

Rm.  1542,  Federal  Building 
and  Courthouse 
650  Capitol  Mall 
Sacramento,  CA  95814 

Stockton 

GSA  Federal  Service  Center 
Bldg.  606,  Rough  and  Ready 
Island 

Stockton,  CA  95203 
Fresno 

Rm.  1001,  Federal  Building 
and  Courthouse 
1130  ‘0‘  Street 
Fresno,  CA  93721 


Las  Vegas 

Rm.  1-620,  Federal  Building 
and  Courthouse 
300  Las  Vegas  Boulevard 
Las  Vegas,  NV  87101 

Region  10 

Field  Offices  &  Addresses 
Seattle 

Rm.  1890,  Federal  Building 
915  2nd  Avenue 
Seattle.  WA  98174 

Bellingham 

Rm.  112,  Federal  Building 
104  West  Magnolia 
Bellingham,  WA  98225 

Spokane 

Rm.  112,  Courthouse 
W  920  Riverside  Avenue 
Spokane,  WA  99201 

Richland 

Rm.  G62,  Federal  Building, 
Post  Office  and  Courthouse 
PO  Box  400 
Richland,  WA  99352 

Auburn 

Bldg.  815.  GSA  Center 
Aubum»_WA  98002 


> 

\ 
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Portland 

Rm.  201,  Courthouse 
SW  Broadway  A  Main 
Portland.  OR  9720S 

Eugene 
PO  Box  10639 
Eugene,  OR  97401 

Boise 

Rm.  164,  Federal  Building  — 

and  Coiuthouse 
550  W  Fort  Street 
Boise,  ID  83701 

Area  Office  A  Address 

Anchorage 

Federal  Building,  Post  Office 
and  Courthouse 
4th  and  F  Streets 
Anchorage,  AK  99501 

Field  Offices  A  Addresses 

Anchorage 

Federid  Building,  Post  Office 
and  Courthouse 
4th  and  F  Streets 
Anchorage.  AK  99501 

Juneau 

Rm.  103,  Federal  Building, 

Post  Office  and  Courthouse 
709  W.J4tnth 
Juneau,  AK  99601 

GSA/ADTS  1 
System  name:  Classified  Control  Files,  GSA/ADTS. 

System  locntiou;  Office  of  Telecommunications,  Central  Office 
and  Regional  offices  of  ADTS  at  the  addresses  listed  in  the  appen¬ 
dix  following  Notice  GSA/ADTS  notices. 

Categories  of  Indlrldnali  covered  by  the  syslM:  Employees  of 
GSA,  other  Government  Agencies,  and  commercial  corporations. 

Categories  of  records  in  the  qpstem:  Records  are  maintained  in  this 
nonautomated  system  for  the  purpose  of  ensuring  control  over  ac¬ 
cess  to  classified  information  and  facilities.  Contains  records  such 
as:  security  clearance  levels,  identification  credentials,  regnters, 
access  authorizations,  official  courier/messenger  designations . 
security  officer  appointments,  files  custodian  lists,  security 
briefings  and  acknowledgments. 

Authority  for  malutenanfr  of  the  system:  Executive  Order  10450 
April  27.  1953 

Rontiac  asm  of  rseerds  auiatafaKd  la  the  system,  iadadi^  catego¬ 
ries  of  asers  aad  the  parpemr  of  each  ases:  Maintaining  and 
exchanging  current  information  regarding  authority  of  personnel  to 
^in  access  to  classified  material  or  facilities.  Documenting  respe^ 
sibOities  of  designated  personnel  to  administer  the  overaO  securRy 
prograni.  Used  to  verify  clearance  for  access  to  classified  material 
or  facilities,  to  allow  performance  of  maintenance  and  repair  of 
classified  communications  ^uipment,  to  verify  authority  to  release, 
transport  and  receive  classified  material,  both  inter  and  intra  agen¬ 
cy.  Other  routine  uses  are  contained  in  the  appendix  following  the 
GSA  notices. 

PeHctes  aad  practlees  far  storing,  rstiteslag,  aoecsshig,  rctaWng, 
and  disposing  of  records  in  the  qpstem: 

Storage:  Paper  fSes  kept  in  safes  or  storage  cabinets. 

RstrlrvnhiHtj:  Filed  alphabetically  at  each  location  by  name  of 
individuaL 

Sofemiardf  Buildings  employ  security  guards.  Storage  contamers 
are  either  locked  or  located  in  a  limited  access  area. 

Retention  and  dhaosal:  Disposition  of  records  shaB  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  manogrtfs)  and  oddrem:  Chief,  Secure  and  Emergency 
Communicatiom  Branch.  Office  of  Telecommunications,  GSA. 
ADTS,  18th  A  F  Streets,  NW..  Washington,  DC;  — adttaess; 
General  Services  Administration  (CTOS),  Washington.  DC  20405. 


Notification  procedure:  Inquiries  should  be  directed  to  the  Chief, 
Secure  and  Emergency  Communications  Branch,  at  the  above  ad¬ 
dress  or  to  the  [Rector,  Telecommunications  Divison,  of  the  ap¬ 
propriate  regional  office  at  the  address  listed  in  the  appendix  fol- 
lowmg  GSA/ADTS  notices. 

Roeord  procedures:  Same  individuals  as  above. 

Contestiag  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individuals  themselves,  requests  for 
clearance  and/or  access,  other  security  forms. 

GSA/ADTS  2 

System  name:  Congressional  Files,  GSA/ADTS 

System  loeatlon:  ADTS  central  office  and  in  the  regional 
hraidqmrters  offices  at  the  addresses  listed  in  the  appendix  follow¬ 
ing  Notice  GSA/ADTS  8. 

Categories  of  individnab  covered  by  the  system:  Members  of  Con¬ 
gress  and  their  staffs.  State  Governors  and  their  staffs. 

Categories  of  records  in  the  system:  Records  are  maintained  in  this 
nonautomated  system  for  the  pur-  pose  of  ensuring  that  proper  ac¬ 
tion  u  being  taken  on  congressional  and  state  requests  for  ADP  and 
telecommunications  service.  Contains  records  used  for  ordering, 
billing  and  budget  purposes.  Contains  telephone  service  requests, 
ADP  service  requests,  billing  for  FTS  and  extended  service, 
general  inquiries,  record  of  meeting,  service  complaints,  and 
remedial  actions. 

Anibority  for  maintenance  of  the  system:  Title  31,  USC  Section 
680a 

Rontinc  uses  of  records  maintained  la  the  system.  Including  catego¬ 
ries  of  asers  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (a)(7)  and  provided  for 
in  5  U.S.C.  552a  (b)  (3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

PuUcks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dla|insln|,  of  records  la  the  system: 

Storage:  Paper  files,  storage  cabinets  and  file  folders. 

RctrievablUty:  Filed  alphabetically  by  mime  of  individual. 

Salrgnards:  Buildings  employ  security  guards.  Access  is 
restricted  to  authorized  personnel.  Records  are  released  only  to 
authorized  officiate. 

Retention  aad  disposal;  Disposition  of  Records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2) 

System  maaager(s)  and  addrem:  Executive  Director,  GSA,  ADTS, 
18th  A  F  Street.  N.W..  Washington.  D.C.  20405. 

Notllhatlon  procedure:  Inquiries  should  be  directed  to  the  Office 
of  Executive  Director,  ADTS  or  to  the  appropriate  region  at  the  ad¬ 
dress  listed  in  the  appendix  following  Notice  GSA/ADTS  8.  Any 
required  assistance  can  be  obtained  from  the  system  manager 
idratified  above. 

Record  aeecm  procedures:  Same  individuals  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  'CFR  105-64,  publish^  in  the  Federal  Re¬ 
gister. 

Roeord  sonroe  categories:  The  individuals  themselves 
(correspondence,  telephone  calls  etc),  the  staffs  of  the  individuals 
concerned,  other  ADTS  employees  involved. 

GSA/ADTS  3 

System  name:  Discretionary  Supervisor  Files  -  GSA/ADTS. 

System  location:  Normal  place  of  business  of  supervisor  in  either 
the  GSA/ADTS  central  office  or  regional  locations.  Headquarters 
addresses  are  listed  in  the  appendix  following  Notice  GSA/ADTS  8. 

Categories  of  individuab  covered  by  the  system:  ADTS  employees 
including  those  in  intern,  youth  employment  and  temporary  status. 

Categories  of  records  in  the  system:  Records  are  maintained  in  this 
nonautomated  system  at  the  complete  discretion  of  the  ADTS  su¬ 
pervisor.  Contains  records  such  as  personnel  actions,  training 
requests,  performance  appraisals,  letters  of  commendation,  cita¬ 
tions,  awards,  job  description,  accident  reports,  supervisor’s  as¬ 
sessment,  career  counseling,  leave  record,  copies  of  warnings, 
gywvances,  reprimands,  attendance,  organizational  charts,  selection 
brief,  outside  employment  and  labor  relations. 
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Authority  for  maintenance  of  the  system:  Title  5  U.S.C.  Section 
301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
Records,  as  defined  in  5  U.S.C.  SS2a  (aK7)  and  provided  for  in  S 
U.S.C.  SS2a  (bK3),  are  described  in  the  appendix  following  the  GSA 
Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  files  stored  in  metal  lockable  filing  cabinets  or 
metal  lockable  desk  drawers. 

Retrievability:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards.  Records  are  main¬ 
tained  in  metal  lockable  filing  cabinets  or  metal  lockable  desk 
drawers,  with  limited  access. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manaMrfs)  and  address:  Executive  Director.  ADTS,  GS 
Building,  18th  A  F  Street,  NW.,  Washington,  DC;  mailing  address: 
General  Services  Administration  (CX),  Washington,  DC  2040S. 

Notification  procedure:  Inquiries  should  be  directed  to  the  in¬ 
dividual's  immediate  supervisor.  Any  required  additional  assistance 
can  be  obtained  from  the  system  manager  identified  above,  or  the 
Regional  Commissioner  of  the  appropriate  regional  office  at  the  ad¬ 
dress  listed  in  the  appendix  following  GSA/ADTS  notices. 

Record  access  procedures:  Same  individuals  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  -The  individuals  themselves,  personal 
observations  of  the  supervisor^  conversations,  copies  of  documents 
prepared  by  the  supervisor,  other  employees. 

GSA/ADTS  4 

System  name:  Emergency  Notification  Files.  GSA/ADTS. 

System  location:  Central  and  Regional  Office  of  ADTS  at  the  ad¬ 
dresses  listed  in  the  appendix  following  Notice  GSA/ADTS  8. 

Categories  of  individuals  covered  by  the  system:  GSA/ADTS  Cen¬ 
tral  Office  and  Regional  employees. 

Categories  of  records  in  the  system:  Records  are  maintained  in  this 
nonautomated  system  for  the  purpose  of  notifying  and  identify^ 
employees  or  their  designees  under  emergency  conditions.  Contains 
records  such  as:  employees  name,  address,  position  title,  office 
phone  number,  home  phone  number. 

Authority  for  maintenance  of  the  system:  Title  S  U.S.C.  Section 
301 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintaining  a  current 
listing  of  Federal  officials  to  be  contacted  during  national  disasters, 
contingency,  and  emergency  situations,  and  providing  this  informa¬ 
tion,  as  necessary,  in  disasters  or  public  or  personiu  emeri^ncies. 
to  concerned  agencies,  telephone  companies,  telecommunications 
common  carriers,  civil  defense  and  other  activities  and  individuals 
involved  in  the  emergency  or  relief  effort.  Contacting  officials  in 
support  of  Federal  Emergency  Plan  D  and  NCS  Plan  for  Communi¬ 
cations  Support  in  major  disasters  and  emergencies.  Notifying  per¬ 
sonnel  in  cases  of  operational  or  personal  emergencies.  Other  rou¬ 
tine  uses  are  contained  in  the  appendix  following  the  GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  files  kept  in  safes  or  storage  cabinets. 

Retrievability:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards.  Storage  containers 
are  either  locked  or  located  in  a  limited  access  area.  Information  is 
released  only  to  authorized  officials. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2) 

System  managerfs)  and  address:  Chief,  Secure  and  Emergency 
Communications  Branch,  Office  of  Telecommunications,  GS  Build¬ 
ing,  18th  A  F  Streets,  NW.,  Washington,  DC;  mailiim  address: 
General  Services  Administration  (CTOS),  Washin^on,  DC  2040S. 


Notification  procedure:  Inquiries  should  be  directed  to  the  system 
manager  identified  above  or  to  the  Director,  Telecommunications 
Division,  at  the  regional  office  at  the  address  listed  in  the  appendix 
following  GSA/ADTS  notices. 

Record  access  procedures:  Same  individuals  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individuals  themselves,  their  super¬ 
visors,  emergency  listings,  disaster  plans  and  personnel  files. 

GSA/ADTS  5 

System  name:  Financial  Management  Files,  GSA/ADTS 

System  location:  Financial  Management  Division,  ADTS  central 
office  and  in  the  offices  of  the  ADTS  Commissioner's  and  the 
Telecommunications  Division  Director's  at  the  regions.  Addresses 
are  listed  in  the  appendix  following  Notice  GSA/ADTS  8. 

Categories  of  individuals  covered  by  the  system:  GSA/ADTS  Cen¬ 
tral  Office  and  Regional  Employees 

Categories  of  records  in  the  system:  Records  are  maintained  in 
both  paper  and  automated  form  for  the  purpose  of  financial 
management.  Contains  information  on  financial  projections  for 
short  and  long  range  planning,  preparation  of  annual  financial 
plans,  monthly  and  quarterly  amdysis  of  operation  funds  and  veri¬ 
fying  accounting  reports.  Contains  records  such  as:  travel  logs, 
transportation  requests,  claims,  vouchers,  within  grade  notices  and 
pay  changes,  opera-  tor  cost  data,  credit  cards,  requisitions,  over¬ 
time  requests,  operating  plans,  time  and  attendance  files,  payroll, 
commercial  call  certifications,  employment  staffing,  retirement 
eligibility,  manpower  and  payre^  statistics. 

Authority  for  maintenance  of  the  system:  Title  31  U.S.C.  Sections 
66a.  66b. 

Rontiuc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  the 
Records,  as  defined  in  5USC  552(aK7)  and  provided  for  in 
5USC552  (bK3),  are  described  in  the  appendix  following  the  GSA 
Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposfaig  of  records  in  the  system: 

Storage:  Paper  files  are  kept  in  storage  containers.  Magnetic 
tapes  are  filed  in  a  tape  library. 

RetrievabllRy:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards.  Records  containing 
persontd  information  are  maintained  in  metal  lockable  filing 
cabinets  or  metal  lockable  desk  drawers,  with  limited  access.  Tapes 
and  other  records  are  stored  in  a  limited  access  area. 

Retentioa  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managcr(s)  and  addrem:  Executive  Director,  ADTS,  GS 
Building,  18th  A  F  Streets,  NW.,  Washington.  DC;  ma^ng  address: 
General  Services  Administration  (CX),  Washington,  DC  20405. 

Notificatloa  procedure:  Inquiries  should  be  directed  to  the  system 
manager  identified  above  at  the  Central  Office  or  to  the  Regional 
Commisioner  of  the  appropriate  regional  office  at  the  address  listed 
in  the  appendix  following  GSA/ADTS  notices. 

Record  accem  procedures:  Same  individual  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Telephone  Inventory  and  Accounting 
System  and  individuals  submitting  the  various  types  of  claims, 
vouchers  and  requests. 

—  GSA/ADTS  6 

System  name:  Personnel  Administrative  Files,  GSA/ADTS 

System  location:  Central  Office  and  Regmnal  offices  of  ADTS  at 
the  addresses  listed  in  the  appendix  following  Notice  GSA/ADTS  8. 

Categories  of  individuals  covered  by  the  system:  GSA,  ADTS  Cen¬ 
tral  Office  and  regional  employees. 

Categories  of  records  in  the  system:  Records  are  maintained  in  this 
nonautomated  system  for  the  purpose  off  administering  personnel 
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matters  in  the  ADTS  Central  Office  and  regions.  Contains  an¬ 
notated  organizational  charts,  training,  duty  and  leave  schedules, 
travel  requests,  authorizations,  reprimands,  warnings,  vouchers,  ap- 
/  praisals,  position  descriptions,  biographic  and  career  information, 
/  si^estions,  details,  personnel  actions,  grievance  and  appeal  files, 
EEO  files,  personnel  ceiling  control,  licenses,  awards,  essential  re¬ 
sidence  telephone  service  listing,  skill  directory,  trainee  and  intern 
files,  property  receipts,  rosters,  locators,  job  applications,  surveys. 

Authority  for  maintenance  of  the  system:  Title  S,  U.S.C.  Section 
301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Action  taken  with  Civil 
Service  Commission  or  pending  on  grievances,  reprimands, 
warnings,  suggestions,  etc.  Other  routine  uses  are  described  in  the 
appendix  following  the  GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing, ‘t^taining, 
and  disposing  of  records  in  the  system:  * 

Storage:  Paper  files  kept  in  metal  lockable  filing  cabinets  or  metal 
lockable  desk  drawers. 

Retrievability:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards.  Records  main¬ 
tained  in  metal  lockable  filing  cabinets  or  metal  lockable  desk 
drawers,  with  limited  access. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2) 

System  manager(s)  and  address:  Executive  Director,  ADTS,  GS 
Building,  18th  &  F  Streets,  NW.,  Washington,  DC;  mailing  address; 
General  Services  Administration  (CX),  Washington,  DC  20405. 

Notification  procedure:  Inquiries  should  be  directed  to  the  em¬ 
ployee's  immediate  supervisor.  Any  additional  assistance  can  be 
obtained  from  the  system  manager  identified  above,  or  the  Regional 
Commisioner  of  the  appropriate  regional  office  at  the  address  listed 
in  the  appendix  following  GSA/ADTS  notices. 

Record  access  procedures:  Same  individuals  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individuals  themselves,  their  super¬ 
visors  and  from  other  ADTS  employees. 

GSA/ADTS  7 

System  name:  Workload  Measurement  Files,  GSA/ADTS. 

System  location:  Regional  and  Central  Offices,  ADTS  at  the  ad¬ 
dresses  listed  in  the  appendix  foUowing  Notice  GSA/ADTS  8. 

Categories  of  individuais  covered  by  the  system:  Current  em¬ 
ployees  of  GSA/ADTS. 

Categories  of  records  in  the  system:  Records  are  maintained  in 
both  paper  and  magnetic  tape  is  this  system  for  the  purpose  of 
measuring  the  productivity  of  ADTS  technical  and  operational  per¬ 
sonnel  in  the  central  office  and  regions.  Contains  records  such  as: 
tape,  test,  re-run  logs,  applied  data  processing  time,  productive  per¬ 
formance,  project  status,  personnel  time  summary,  switchboard 
operator  evaluation,  RAMUS  reports,  systems  and  programming 
project  status,  tape  error  detection,  FTS  incoming  and  outgoing 
service  message,  switchboard  operations  reports,  computer  con¬ 
sole,  balance  and  job  control  sheets,  historical  and  workload  files. 

Authority  for  maintenance  of  the  system:  Title  5  USC  Section  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (aXT)  and  provided  for 
in  5  U.S.C.  552a  (bK3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  files  are  kept  in  file  cabinets  and  desk  drawers. 
Automated  records  are  maintained  in  a  tape  library. 

Retrievability:  Records  are  filed  alphabetically  by  individuals 
name,  number,  initials  or  operating  location. 

Safeguards:  Buildings  employ  security  guards  and  storage  con¬ 
tainers  for  paper  records  are  either  locked  or  in  a  limited  access 
area.  Automated  records  are  maintained  in  a  controlled  tape  library. 


Retention  and  disposal:  Disposition  of  Records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  Commissioner,  GSA,  ADTS,  18th 
and  F  Streets,  N.W.,  Washington,  D.C.  20405. 

Notification  procedure:  Inquiries  should  be  directed  to  the  Re¬ 
gional  Commissioner  of  the  appropriate  regional  office  or  the  Ex¬ 
ecutive  Director  at  the  central  office  at  the  addresses  listed  in  the 
appendix  following  Notice  GSA/ADTS  8. 

Record  access  procedures:  Same  individuals  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  supervisor's  review  of  message  and 
tape  logs,  trouble  reports,  re-run  sheets  etc.,  the  employee  himself, 
other  employees. 

GSA/ADTS  8 

System  name:  Special  Purpose  Telephone  Contact  Listings, 
GSA/ADTS 

System  location:  GSA/ADTS  Regional  Telecommunications  Of¬ 
fices  and  GSA  operated  switchboards  within  the  ten  GSA  regions 
and  the  FTS  Central  Information  Service  and  Emergency  Poison 
Control  listings  at  GSA,  ADTS,  Region  3.  See  Appendix 
GSA/ADTS  Address  of  Locations  following  GSA/ADTS  notices. 

Categories  of  individuais  covered  by  the  system:  Federal  agency 
personnel  as  designated  by  the  Federal  agencies. 

Categories  of  records  in  the  system:  Includes  listings  such  as  Key 
Personnel  and  Essential  Residence  Telephone  Listing  for  the  pur¬ 
pose  of  identifying  essential  residential  telephone  service  to 
designated  key  officials  in  time  of  emergency;  FTS  Central  Infor¬ 
mation  Service  for  the  purpose  of  contacting  key  officials  for 
necessary  day-to-day  operations  and  in  emergency  situations; 
Emergency  Poison  Control  Listings'  for  the  purpose  of  providing 
emergency  medical  assistance;  and  other  listings  of  key  officials  for 
the  purpose  of  day-to-day  operations  and  emergencies.  These 
listings  may  include  name,  position  title,  office  address,  office 
telephone  number,  home  address,  and/or  home  telephone  numbe  . 

Authority  for  maintenance  of  the  system:  The  Federal  Property 
and  Administrative  Services  Act  of  1949,  63  Stat.  377,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  5  U.S.C.  552a(aX7)  and  provided  for  in  5 
U.S.C.  552a^X3),  shall  include:  (1)  Tlie  transfer  to  GSA  of  the 
above  described  information  from  the  Federal  agency  responsible 
for  collecting  the  information  for  inclusion  in  the  GSA-maintained 
nationwide  central  information  service  and  in  legional  listings  of 
Federal  personnel  designated  as  key  personnel  or  points  of  contact; 
(Personal  information;  i.e.,  home  address  or  telephone  number,  will 
not  be  disclosed  to  a  caller.  The  GSA  switchlward  operator  will 
either  'patch'  the  call  through  to  the  subject,  or  will  notify  the  sub¬ 
ject  that  a  call  has  been  made  to  him  for  call-back  purposes.)  (2) 
the  transfer  of  designated  essential  residence  information  (and  dele¬ 
tions  from  such  list)  in  the  regions  to  the  appropriate  telephone 
companies  to  provide  emergency  line  load  control  pursuant  to  41 
CFR  105-35.6;  and  (3)  those  routine  uses  described  in  the  Appendix 
following  the  GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper,  tapes,  and/or  cards. 

Retrievability:  Indexed  by  name  and/or  agency. 

Safeguards:  Limited  access  areas  and  records  are  accessible  only 
to  authorized  personnel  of  GSA. 

Retention  and  disposal:  Maintained  until  rescinded  by  authorized 
agency. 

System  manager(s)  and  address:  The  officials  responsible  for  the 
telephone  contact  listings  are:  (1)  Central  Information  Service  and 
Emergency  Poison  Control:  Regional  Director,  Telecommunications 
Division,  Region  3;  (2)  Regional  listings:  Regional  Director, 
Telecommunications  Division,  in  the  appropriate  region.  The  ad¬ 
dresses  of  the  responsible  officials  are  listed  in  the  appendix  fol¬ 
lowing  GSA/ADTS  notices. 

Notification  procedure:  Information  may  be  obtained  from  the  of¬ 
ficials  listed  above. 

Record  access  procedures:  Same  individuais  as  above. 
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CoBtetdng  record  procedures:  GSA  rules  for  access  to  systems  of 
records,  contesting  the  contents  of  a  system  of  records,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  lOS-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Information  provided  by  Federal  agen¬ 
cies  and  subject  individuals. 

APPENDIX  GSA/ADTS  ADDRESS  OF  LOCATIONS 

ADTS/GSA  Central  Office 
18th  &  F  Streets  N.W. 

Washington,  D.C.  2040S 
Telephone:  202  -  S66  -  1000 

Region  1 

Area  Manager,  ADTS 

John  W.  McCormack  P.O.  &  Courthouse 

Post  Office  Square 

Boston,  Mass.  02109  ' 

Telephone:  617  -223-SOSS 

Region  2 

Regional  Commissioner,  ADTS 
26  Federal  Plaza 
NewYork,  N.Y.  10007 
Telephone:  216  •  264-171 1 

Region  3 

Regional  Commissioner,  ADTS 
7th  and  D  Streets  S.W.  '' 

Washington,  D.C.  20407 
Telephone:  202  •  472-1200 

Region  4 

Regional  Commissioner,  ADTS 
1776  Peachtree  Street,  N.W. 

Atlanta,  Georgia  30309 
Telephone:  404  •  326-3801 

Region  3 

Regional  Commissioner,  ADTS 
219  So.  Dearborn  Street 
Chicago,  m.  60604 
Telephone:  312  <  333-3628 

Region  6 

Regional  Commissioner,  ADTS 
1300  E.  Bannister  Road 
Kansas  City,  Missouri  64131 
Telephone:  816  -  926-7309 

Region  7 

Regional  Commissioner,  ADTS 
819  Taylor  Street 
Fort  Worth,  Texas  76102 
Telephone:  817  -  334-2379 

Region  8 

Regional  Commissioner,  ADTS  ~ 

Building  41  -  Denver  Federal  Cen. 

Denver,  Colorado  80223 
Telephone:  303  -  234-4337 

Region  9 

Regional  Commissioner,  ADTS 
323  Market  Street 
San  Francisco,  California  94103 
Telephone:  413  -  336-3272 

Region  10 

Area  Manager,  ADTS 
GSA  Center 

Auburn,  Washington  98002 
Telephone:  206  -  833-3431 

GSA/FSS  1 

System  name:  Quality  Control  Automated  Management  System  - 
GSA/FSS 


System  locatfam:  Office  of  Standards  and  Qmdity  Control,  Crystal 
Mall  Building  4,  Arlington,  Virginia  (Mail:  Washington,  D.C. 
20406),  and  :dl  Regional  Quality  Control  Divisions  at  the  regional 
office  locations  listed  in  die  appendix  following  Notice  GSA/FSS 

Categories  of  individuals  covered  by  the  system:  Quality  Assurance 
Specialists,  Quality  Inspection  Specialists,  and  Supervisory  (Quality 
Assurance  Specialists. 

Categories  of  records  in  the  system:  Information  on  individual 
work  assignments,  man-hours  spent  on  assignments,  line  items  han¬ 
dled  and  production  efficiency.  Records  are  used  only  by  officers 
and  employees  of  GSA  who  have  a  need  for  the  records  in  the  per¬ 
formance  of  their  duties  to  obtain  status  of  ail  open  work,  to 
schedule  work,  measure  work  and  to  develop  periodic  operational 
statistics  and  budget  input. 

Authority  for  maintenance  of  the  system:  Title  40  U.S.C.  Sections 
481  and  487. 

Routine  uses  of  records  maintehird  fas  the  mrstem,  iacindlag  catego¬ 
ries  of  neers  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  3  U.S.C.  332a(aK7)  and  provided  for  in  3 
U.S.C.  332a(bX3),  are  described  in  the  Appendix  following  the  GSA 
notices. 

Pottetes  and  practfem  for  storing,  retrieving,  accesdag,  retaining, 
and  dlspruing  of  records  he  the  system: 

Storage;  Mag-tape  and  print-outs. 

RetrievablUty:  Code  number  assigned  to  individuals. 

Safeguanli’  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessibte  <^y  to  authorized  personnel  of  FSS. 
Information  in  computer  is  obtained  only  through  coded  access  and 
limited  distribution. 

Reteatisa  and  dispoaal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managrr(s)  and  addrsm;  The  official  responsible  for  the 
system  of  records  is  the  Assistant  Commissioner,  Office  of  Stan- 
duds  and  (Quality  Control,  Federal  Supply  Service,  crystal  MaU 
Building  4.  Washington,  D.C.  20406. 

NotMIcalloo  praeeduK:  Information  may  be  obtained  from  the  Re¬ 
gional  Directors  of  Quality  Control  Divisioru  of  the  activity  the  in¬ 
dividual  is  or  was  employ^.  If  not  known,  general  inquiries  should 
be  made  to  the  Assistant  Commissioner,  (Xfice  of  Standards  and 
(Quality  Control,  Federal  Supidy  Service,  Crystal  Mall  Building  4, 
Washington,  D.C.  20406. 

Recmd  aeecm  prueednres:  Requests  from  individuals  to  access 
records  should  be  addressed  to  tte  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  following  Notice  GSA/FSS  13. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  approximate  period  of  employment, 
and  poution  held  to  assist  the  office  in  locating  the  record.  For  per¬ 
sonal  visits,,  the  individual  should  be  able  to  provide  some  accepta¬ 
ble  identification  such  as  driver’s  license  or  employee  identifica¬ 
tion.  Only  general  inquiries  may  be  made  by  telephone. 

Contealing  record  nceecdnrcs:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determiiutiona  ate  promulgated  in  41  CFR  103-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Information  contained  in  the  system  is 
obtained  from  individual  daily  source  data,  contracts,  purchase  or¬ 
ders,  rer^uests  for  quality  complaint  investigations,  requests  for 
plant  facilities  evaluations,  and  depot  quality  control  a^  surveil¬ 
lance  actions. 

GSA/FSS  2 

System  name:  Work  Measurement,  Performance  and  Analysis 
Systems  -GSA/FSS 

System  locatfon:  Transportation  Services  Division  and  Logistics 
Data  Management  Division,  Crystal  Mall  Building  4,  Arlington,  Vir¬ 
ginia  (MaO:  Washington,  D.C.  20406),  and  Regio^  Offices  of  Pro¬ 
perty  Manage-  ment  Divisions,  Transportation  Services  Division, 
(Quality  Control  Divisions,  Printing  and  Publications  Division, 
Procurement  Divisioru,  Supply  Control  Divisions  and  Centralized 
Mailing  Lists  Services  at  tte  regional  office  locations  listed  in  the 
append  following  Notice  GSA/  FSS  13.  Portions  of  the  systems 
are  also  located  at  Intera^ncy  motor  pools,  sub-pools  and  dispatch 
points  throughout  the  regions.  Addresses  of  these  locations  can  be 
obtained  from  the  applicable  regional  office. 
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Categories  of  individuals  covered  by  system:  Federal  Supply 
Service  employees  working  at  the  activities  described  in  the  loca¬ 
tion  portion  of  this  notice. 

Categories  of  records  in  the  system:  Information  on  employment, 
training,  man-hours  worked,  work  units  produced,  salary,  non¬ 
productive  hours,  places  visited.  (Records  are  used  only  by  officers 
and  employees  of  GSA  who  have  a  need  for  the  records  in  the  per¬ 
formance  of  their  duties  to  collect  basic  work  measurement  data, 
provide  a  statistical  source  for  budgeting,  compute  effectiveness, 
spot  trends  in  divisional  work  performance  and  establish  work  stan¬ 
dards.) 

Aathority  for  maintenance  of  the  system:  Federal  Pitmrty  and 
Administrative  Services  Act  of  1949,  as  amended  (63  Stat.  37^; 
Title  S  U.S.C.  generally;  Title  31  U.S.C.  generally. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  S  U.S.C.  SS2a(a)(7)  and  provided  for  in  S 
U.S.C.  SS2a(bK3),  are  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  forms 

Retiievability:  Name  of  employee  and/or  employee  number  ' 

Safe|nards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 
Information  is  released  only  to  authorized  officials. 

Retention  and  disposal:  Disposition  of  records 'shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  official  responsible  for  the 
system  of  records  is  the  Executive  Director,  Federal  Supply  Ser¬ 
vice,  Crystal  Mall  Building  4,  Washington,  D.C.  20406. 

Notification  procedure:  Information  may  be  obtained  from  the 
Director  or  Regional  Director  of  the  applicable  activity  shown  in 
the  location  portion  of  this  notice  in  which  the  individual  is  or  was 
employed.  If  not  known,  general  inquiries  should  be  made  to  the 
Office  of  the  Executive  Director,  F^eral  Supply  Service,  Crystal 
Mall  Building  4,  Washington,  D.C.  20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  t^  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  at  each 
location  in  the  appendix  following  Notice  GSA/FSS  IS. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  period  of  employment  and  position 
held  to  assist  the  office  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  driver’s  license  or  employee  identification.  Only 
general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  systems  of 
records,  contesting  ^e  contents  of  a  system  of  record,  arid  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Individual  time  records  or  labor  reports 
of  each  employee  and  weekly  reports  compiled  by  individuals. 

GSA/FSS  3 

System  name:  Project  Control,  Assignment  and  Reporting  Systems  - 
GSA/FSS 

System  location:  All  or  portions  of  the  systems  of  records 
described  in  this  notice  are  located  at:  Office  of  Interagency  Sup¬ 
port,  Office  of  Standards  and  Quality  Control,  Program  Develop 
ment  Staff  of  the  Office  of  Supply  Control,  Logistics  Management 
Division  and  Office  of  Supply  Dutribution,  Federal  Supply  Service, 
Crystal  Mall  Building  4,  Arlington,  Virginia  (Mail:  Washington, 
D.C.  20406). 

Categories  of  individaals  covered  by  the  system:  Standards  Techni¬ 
cians  and  individuals  to  whom  special  projects  are  assigned. 

Categories  of  records  in  the  system:  Type  of  project,  workload  as¬ 
sociated  with  project,  individual  assigned  project,  and  progress. 
Projects  include  Federal  Item  Identification  Guide  Project  Control, 
Improvement  Project  Assignment,  special  projects.  Weekly  Activi¬ 
ty  Reports  and  specifications  and  standards.  (Recoils  are  used  only 
by  officers  and  employees  of  GSA  who  have  a  need  for  the  records 
in  the  performance  of  their  duties.) 

Anthortty  for  maintenance  of  the  system:  Title  40  U.S.C.  Sections 
481  and  487|\  Title  5  U.S.C.,  generally;  and  Title  31  U.S.C., 
generally. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  5  U.S.C.  5S2a(aX7)  and  provided  for  in  5 
U.S.C.  552a(bK3),  are  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Punched  cards,  print-outs,  and  manual  files. 

Retrievahility:  Name  and/or  manager  code  of  individual. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  addiicm:  The  official  responsible  'for  the 
system  of  records  is  the  Executive  Director,  Federal  Supply  Ser¬ 
vice,  Crystal  Mall  Building  4,  Washington,  D.C.  20406. 

Notification  procedure:  Information  may  be  obtained  from  the 
Assistant  Commissioner  or  Director  of  the  applicable  activity 
shown  in  the  location  portion  of  this  notice  in  which  the  individual 
is  or  was  employed.  If  not  known,  general  inquiries  should  be  made 
to  the  Executive  Director,  Federal  Supply  Service,  Crystal  Mall 
Building  4,  Washington,  D.C.  20406. 

Record  aceem  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  following  Notice  GSA/FSS  15. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  period  of  employment  and  position 
held  to  assist  the  office  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  driver’s  license  or  employee  identification.  Only 
general  inquiries  may  be  made  by  telephone. 

Contesdag  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  pro-  mulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  From  individual  assigned  project,  in¬ 
coming  workload  requests,  and  internally  generated  projects. 

GSA/FSS  4 

System  name:  Hazardous  Materials  Exposure  History  System  - 
GSA/FSS 

System  location:  GSA/FSS  Stockpile  Depots  at  the  addresses 
shown  in  the  appendix  following  Notice  GSAl/FSS  15. 

Categories  of  Individnals  covered  by  the  system:  Personnel  work¬ 
ing  or  visiting  storage  areas  containing  Hazardous  Materials. 

Categories  of  records  in  the  system:  Daily  dosage  of  radiation 
received  and  hourly  exposure  to  dangerous  levels  of  asbestos  and 
other  hazardous  materials,  and  related  health  records.  The  records 
are  primarily  used  by  officers  and  employees  of  the  agency  who 
have  a  need  for  the  record  in  the  performance  of  their  duties. 

Authority  tor  maintenance  of  the  system:  Occupational  Safety  and 
Health  Act  of  1S170,  as  amended  (84  Stat.  1590). 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  I^ormation  on  exposure 
readings  is  provided  to  the  Regulatory  Agencies  charged  with  the 
responsibility  for  regulating  the  handling  of  hazardous  materials; 
other  routine  uses  are  con-  tained  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  forms. 

Retrievahility:  Filed  alphabeticaUy  by  individual  name. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  nianager(s)  and  addrem:  The  official  responsible  for  the 
system  of  records  is  the  Assistant  Commissioner,  Office  of  Proper¬ 
ty  Management,  Crystal  Square  Building  5,  Washington,  D.C. 
20406. 
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Notification  procedure:  Information  may  be  obtained  from  the 
Director  of  the  applicable  activity  shown  in  the  location  portion  of 
this  notice  in  which  the  individual  is  or  was  employed.  If  not 
known,  general  inquiries  should  be  made  to  the  Office  of  ProMrty 
Management,  Crystal  Square  Building  S,  Washington,  D.C.  20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  following  Notice  GSA/PSS  IS. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  period  of  employment  and  position 
held  to  assist  the  office  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  driver’s  license  or  employee  identification.  Only 
general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  pro-  mulgated  in  41  CFR  IOS-64, 
published  in  the  Federal  Register. 

Record  source  categories:  pilm  badges  and  dosimeters,  other  in¬ 
strumentation,  work  logs,  and  medical  exams. 

GSA/FSS  S 

System  name:  Supply  Distribution  Work  Measurement  System  - 
GSA/FSS 

System  location:  All  or  portions  of  the  systems  of  records 
described  in  this  notice  are  located  at  Regional  Supply  Distribution 
Divisions  at  Regional  Office  locations  and  Supply  Distribution 
Facilities  at  the  addresses  listed  in  the  Appendix  following  Notice 
GSA/FSS  IS. 

Categories  of  individuals  covered  by  the  system:  Regional  Supply 
Distribution  Employees. 

Categories  of  records  in  the  system:  Man-hours  expended  by  work 
activity  for  each  employee  and  the  units  accomplished  by  each.  In¬ 
dividual  Performance  Progress  Record.  (Records  are  us^  only  by 
the  officials  and  employees  of  GSA  who  have  a  need  for  the 
records  in  the  performance  of  their  duties  to  determine  facility 
operation  effectiveness,  set  work  standards  and  grade  employee  ac¬ 
complishments  and  to  discuss  with  employees  their  per-  formance 
and  career  objectives.) 

Authority  for  maintenance  of  the  system:  Title  40  U.S.C.  Section 
481;  Title  5  U.S.C.,  generally;  and  Title  31  U.S.C.,  generally. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoees  of  such  nacs:  The  routine  uses  of  these 
records,  as  defined  in  S  U.S.C.  SS2a(a)(7)  and  provided  for  in  S 
U.S.C.  552a(b)(3),  are  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  acceaing,  retaiaing, 
and  disposing  of  records  in  the  system: 

Storage:  EAM  Cat  is.  Mag-tape,  print-outs  and  paper  feed-in  re¬ 
ports. 

Retrievability:  Automated  reports  are  by  employee  code  number 
and  feed-in  reports  by  employee  name. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 
Information  in  computer  is  obtained  only  through  coded  access  and 
limited  distribution. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  official  reponsible  for  the 
system  of  recotos  is  the  Assistant  Commissioner,  Office  of  Supply 
Distribution,  Crystal  Mall  Building  4,  Washington,  D.C.  20406. 

Notification  procedure:  Information  may  be  obtained  from  the  Re¬ 
gional  Director  of  the  applicable  activity  shown  in  the  location  por¬ 
tion  of  this  notice  in  which  the  individual  is  or  was  employed.  If 
not  known,  general  inquiries  should  be  made  to  the  Office  of 
Su^y  Distribution,  Crystal  Mall  Building  4,  Washington,  D.C. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  at  each 
location.  For  written  requests,  tiM  individual  should  provide  full 
name,  address  and  telephone  number,  period  of  employment,  and 
position  held  to  assist  the  office  in  locating  the  record.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
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identification  such  as  driver’s  license  or  employee  identification. 
Only  general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  pro-  mulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  From  employee  daily  reports,  Bin/Bulk 
Selector  Error  Records,  Individual  Performanoe  Progress  Records 
and  from  Supervisors. 

GSA/FSS-6 

System  name:  Motor  Vehicle  accident  and  Claim  Reporting  System 
-  GSA/FSS 

System  location:  All  or  portions  of  the  system  of  records 
described  in  this  notice  are  located  at;  Motor  Equipment  Man^e- 
ment  Division,  Office  of  Transportation  and  I^blic  Utilities, 
Federal  Supply  Service,  Crystal  Mall  Building  4,  Washington,  D.C. 
20406,  and  at  Regional  Motor  Equipment  Services  Division  at  Re¬ 
gional  Office  locations,  at  the  addresses  listed  in  the  Appendix.  In 
addition,  portions  of  the  systems  of  records  are  maintained  at 
motor  pools  located  throughout  the  regions.  The  addresses  of  such 
activities  can  be  obtained  from  the  applicable  Regional  Commis¬ 
sioners  office  at  the  addresses  listed  in  the  Appendix.  Portions  of 
this  system  are  also  maintained  in  agencies  assigned  GSA  in¬ 
teragency  motor  pool  vehicles. 

Categories  of  individuals  covered  by  the  system:  Operators  of 
government  motor  vehicles,  third  parties  and  witnesses  involved  in 
accidents. 

Categories  of  records  iu  the  system:  Operator’s  Report  of  k^otor 
Vehicle  Accident,  Report  of  Motor  Vehicle  Accidents,  Investiga¬ 
tion  Report  of  Motor  Vehicle  Accident,  record  of  con¬ 
tact/memoranda,  statement  of  witnesses,  notices  of  injury,  action 
taken  on  the  accident  reports,  police  reports,  photographs,  and  doc¬ 
tor  certi-  fications. 

Authority  for  maintenance  of  the  system:  Title  40  U.S.C.  Section 
491 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Routine  uses  are  to  in¬ 
teragency  supervisory  officials  of  operators  involved  in  accidents; 
state,  county  or  municipal  authorities  as  required  by  law;  and  in¬ 
volved  third  parties  and  their  insurance  carriers.  Records  of 
damage,  injury  or  death  may  be  provided  to  U.S.  Attorney’s  Of¬ 
fice.  Federal  agencies  provide  data  on  accidents  involving  GSA  in¬ 
teragency  motor  pool  vehicles  to  GSA.  Other  routine  uses  are  as 
described  in  the  Appendix  following  the  GSA  notices. 

Polidca  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  qrstem: 

Storage:  Generally  on  paper  forms.  The  automated  portion  of  this 
system  relating  to  the  Motor  Vehicle  Accident  Report  System  is 
stored  on  mag  tape. 

Retrievability:  The  manual  portions  of  this  system  are  retrieved 
by  individual  name.  The  automated  system  is  retrieved  only  by 
motor  pool  and  vehicle  tag  number. 

Safeguards:  Records  are  maintained  in  lockable  file  cabinets.  Ac¬ 
cess  to  and  use  of  these  records  are  limited  to  authorized  person¬ 
nel. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  official  responsible  for  the 
system  of  records  is  the  Director,  Motor  Equipment  Management 
Division,  Federal  Supply  Service,  Cryst^  Mall  BUilding  4, 
Washington,  D.C.  20406. 

Notification  procedure:  Information  may  be  obtained  by  GSA  em¬ 
ployees  from  the  Regional  Director  of  the  applicable  activity  shown 
in  the  location  portion  of  this  notice  in  wMch  the  individual  is  or 
was  employed.  Other  agency  personnel  should  direct  the  inquiry  to 
their  ^ency  transportation  offices.  General  inqui^  can  be  made  to 
the  Director.  Motor  Equipment  Management  EMvision,  Crystal  Mall 
Building  4,  Washington,  D.C.  20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  For  writ¬ 
ten  requests,  the  individual  should  provide  full  name,  address  and 
telephone  number,  date  of  accident,  driver’s  license  number,  and  if 
a  government  employee,  the  agency  where  employed  to  assist  the 
office  in  locating  the  record.  For  personal  visits,  the  individual 
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should  be  able  to  provide  some  acceptable  identification  such  as 
driver's  license  or  employee  indentification.  Only  general  inquiries 
may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  tne  contents  of  a  system  of  record,  ana  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  1-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Accident  reports  filed  by  individuals  in¬ 
volved,  police  reports,  witness  reports,  supervisors  reports,  doctor 
certificates,  and  from  agencies  assigned  interagency  motor  pool 
vehicles. 

GSA/FSS  7 

System  name:  Vehicle  and  Motor  Pool  Services  and  Operations 
System  -  GSA/FSS 

System  location:  All  or  portions  of  the  systems  of  records  are 
located  at  the  Regional  Offices  of  the  Motor  Equipment  Services 
Divisions,  Public  Buildings  Services,  Supply  Control  Divisions, 
Supply  Distribution  Divisions,  Quality  Control  Divisions,  Federal 
Protective  Service  Divisions,  and  Civil  Rights  Divisions;  Supply 
Distribution  Facilities  and  Property  Management  Depots  at  the  Re¬ 
gional  Addresses  listed  in  the  appendix  following  Notice  GSA/FSS 
15. 

Portions  of  the  system  of  records  are  also  maintained  at  In¬ 
teragency  Motor  Pools,  Minuteman  Interagency  Support  Systems, 
Dispatch  Points,  Public  Building  Service  Field  Offices,  Federal  Pro¬ 
tective  Service  Training  Academies,  Federal  Telecommunications 
Centers,  Customer  Service  Offices,  Office  of  Operating  Programs, 
and  Federal  Archives  and  Record  Centers  located  throughout  the 
regions.  Addresses  of  Motor  Pools  can  be  obtained  from  the  ap¬ 
plicable  Regional  Director,  Motor  Equipment  Services  Divisions; 
and  addresses  of  other  activities  can  be  obtained  from  the  applica¬ 
ble  Regional  Administrator. 

Categories  of  individuals  covered  by  the  system:  Individuals  using 
and  maintaining  motor  pool  vehicles  and  services  and/or  vehicle  tag 
number. 

Categories  of  records  in  the  system:  Operators  identification  cards, 
road  test  examinations,  decal  and  entry  permits,  vehicle  misuse, 
unauthorized  credit  card  purchases,  use  of  Government  vehicle 
between  residence  and  place  of  employment,  authorized  motor  pool 
service  requests,  dispatch  vehicle  checkup,  tool  receipts,  daily 
vehicle  trip  tickets,  vehicle  use  records,  assignment  receipt,  fuel 
log,  vehicle  repairs  and  request  to  leave  privately  owned  vehicle  at 
center. 

Authority  for  maintenance  of  the  system:  40  U.S.C.  Section  491; 
Executive  Order  10S79  dated  Novemlxr  30,  1954. 

Ronttoe  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Interagency  officials  to 
be  notified  of  authorized  and  unauthorized  uses  of  services  and 
vehicles  by  personnel  of  their  respective  agencies.  Private  citizens 
are  provided  information  in  answer  to  complaints  on  misuse  of 
vehicles.  Other  routine  uses  are  as  described  in  the  Appendix  fol¬ 
lowing  the  GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Paper  forms 

RetrievabiUty:  Name  of  individual  and/or  vehicle  tag  number 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  addrem:  The  official  responsible  for  the 
system  of  records  is  the  Director  of  Motor  Equipment  Services 
EMvision,  Federal  Supply  Service,  Crystal  Mall  Building  4, 
Washington,  D.C.  20406. 

Notificatioa  procedure:  Information  may  be  obtained  from  the  Re¬ 
gional  Director  of  the  applicable  activity  shown  in  the  location  por¬ 
tion  of  this  notice  in  which  the  individual  is  or  was  employed.  If 
not  known,  general  inquiries  should  be  made  to  the  Office  of 
Transportation  and  Public  Utilities,  Crystal  Mall  Building  4, 
Washmgton,  D.C.  20406,  or  the  Office  of  the  Executive  Director, 
Federal  Supply  Service,  Crystal  Mall  Building  4,  Washmgton,  D.C. 
20406. 

Rscurd  access  procednres:  Reouests  from  individuate  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 


requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  following  Notice  GSA/FSS  15. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  driver’s  bcense  number,  period  of 
employment  and  position  held  and/or  period  of  use  of  vehicle  to 
assist  the  office  in  locating  the  record.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification 
such  as  drivers  license  or  employee  identification.  Only  general 
inquiries  may  be  made  by  telephone. 

Contesting  record  procedores:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Users  of  vehicles,  motor  pool  person¬ 
nel,  and  agency  officials. 

GSA/FSS  8 

System  name:  Employee  Related  Files  -  GSA/FSS 

System  iocatioa:  All  or  portions  of  the  systems  of  records 
described  in  this  notice  are  maintained  at  the  Division  or  Branch 
levels  of  the  various  Federal  Supply  Service  offices  located  in 
Crystal  Mall  Buildings  2  and  4  and  Crystal  Square  Building  5, 
Arlington.  Virginia  (Mail;  Washington,  D.C.  20406);  Materials  and 
Evaluation  Development  Laboratory.  Van  Ness  and  Reno  Road. 
Washingtoni  D.C.,  and  Electronics  Division  of  Office  of  Standards 
and  Qu^ty  Control,  Building  225,  National  Bureau  of  Standards. 
Gaithersburg,  Maryland;  and  at  Regional  Office  locations, 
GSA/FSS  Stockpile  Depots,  and  Supply  Distribution  Facilities  at 
the  addresses  listed  in  the  appendix  following  Notice  GSA/FSS  15. 

In  addition,  portions  of  the  systems  of  records  are  maintained  at 
self-service  stores  and  motor  pools  located  throughout  the  regions, 
the  addresses  of  which  can  obtained  from  the  applicable  Re¬ 
gional  Commissioners  Office. 

Categories  ot  iudivldaals  covered  by  the  system:  Current  em¬ 
ployees  and  former  employees  of  the  Federal  Supply  Service,  ap¬ 
plicants  or  potential  applicants  for  employment,  and  employees  of 
other  agencies  for  employee  relief  bills. 

Categories  ol  records  In  the  system:  Records  consist  of  a  variety 
of  documents  accumulated  by  operating  officials  and  supervisors  in 
administering  personnel  matters  for  or  about  employees,  including 
the  following  kinds  of  records,  which  are  representative  of  the 
system:  Equal  employment  opportunities;  performance  appraisals, 
potential  performance  appraisals,  and  supporting  documents; 
promotions;  applications,  resumes,  and  biographical  or  employment 
history  documents;  emergency  locator  and  notification  documents 
containing  name,  address,  home  phone,  emeigency  contacts;  em¬ 
ployee  training,  counseling,  and  development  documents;  position 
descriptions,  management  and  classification  documents;  awards; 
security  clearance  records;  leave,  pay  and  time  and  attendance; 
emergency  duty  rosters;  committee,  team,  task  force  participation 
rosters  and  documents;  Congressional  files  relating  to  employee  re¬ 
lief  bills;  staffing  information,  including  organizational  rosters  for 
both  Central  Office  and  Regional  personnel;  retirement  data;  medi¬ 
cal  certifications  for  granting  parking  permits  to  handicapped;  in¬ 
debtedness  complaints;  rtews  releases;  duty  station  assignments; 
photographs;  personnel  plans;  travel;  employee  record  cards  con¬ 
taining  summary  information;  and  injuries  and  occupational  disease. 

Authority  for  maiatenance  of  the  system:  Federal  Property  and 
Administrative  Services  Act  of  1949,  as  amended  (63  Stat.  377); 
Title  5  U.S.C.  generally;  Tide  31  U.S.C.  generally. 

Routluc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoacs  of  such  uses:  Civil  Service  Commis¬ 
sion  in  cormection  with  recruitment  activities  and  evaluation  survey 
programs;  Department  of  Labor  in  connection  with  setdement  and 
adjudicadon  of  labor-management  disputes.  Other  routine  uses  are 
as  described  in  the  Appendix  following  the  GSA  nodees. 

Policies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  ot  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  card  files,  and  print¬ 
outs. 

RetrievabUity:  Alphabedcally  by  individual’s  name 

Safegnards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 
Any  records  containing  information,  the  unauthorized  disclosure  of 
which  could  result  in  substantial  harm,  embarrassment,  incon¬ 
venience,  or  unfairness  to  the  individual,  is  filed  in  locked  cabinets. 
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Retention  and  disposal:  Disposition  of  records  shall  in  ac¬ 
cordance  with  HB.  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  official  responsible  for  the 
system  of  records  is  the  Executive  Director,  Federal  Supply  Ser¬ 
vice,  Crystal  Mall  Building  4,  Washington,  D.C.  20406. 

Notification  procedure:  Information  may  be  obtained  from  the  su¬ 
pervisor  of  the  activity  the  individual  is  or  was  employed  ndth.  If 
not  known,  general  inquiries  should  be  made  to  the  Office  of  the 
Executive  Director,  Federal  Supply  Service,  Crystal  Mali  Building 
4,  Washington,  D.C.  20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  following  Notice  GSA/FSS  IS. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  approximate  dates  and  places  of 
employment,  and  any  other  information  which  the  individual  be¬ 
lieves  would  facilitate  locating  the  record.  For  personal  visits,  the 
individual  should  be  able  to  provide  some  acceptable  inentification 
such  as  driver's  license  or  employee  identification.  Only  general 
inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  tne  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  lOS-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Information  in  the  record  of  systems  is 
obtained  from  information  furnished  by  the  individual,  personnel 
forms,  congressional  inquiries,  committees,  agency  officials,  third 
parties  submitting  indebtedness  complaints,  applications  from  in¬ 
dividuals  applying  for  positions,  and  doctors  for  individuals 
requesting  handicap  parking  permits. 

GSA/FSS  9 

System  name:  Cataloging  Action  Master  File  -  Work  Measurement 
System  -  GSA/FSS 

System  location:  General  Services  Administration,  Tape  Library, 
7th  &  D  Streets,  SW,  Washington,  D.C.  20407. 

Categories  of  individuals  covered  by  the  system:  Supply  catalogers 
processing  catalog  action  requests. 

Categories  of  records  in  the  system:  The  system  consists  of 
records,  kept  on  each  individual,  showing  the  status  of  transactions 
the  individual  has  in  process  and  the  number  of  actions  completed, 
rejected  or  approved.  The  records  are  primarily  used  by  officers 
and  employees  of  the  agency  to  determine  status  of  trans-  actions 
and  to  summarize  work  done  by  individuals. 

Authority  for  maintenance  of  the  system:  Title  40  U.S.C.,  Section 
487 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  S  U.S.C.  552a(a)(7)  and  provided  for  in  S 
U.S.C.  552a(b)(3),  are  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Mag-tape  and  print-outs 

Retrievability:  Alphabetic  code  assigned  to  individuals. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  official  responsible  for  the 
system  of  records  is  the  Director,  Logistics  Data  Management  Divi¬ 
sion,  Office  of  Customer  Services  and  Support,  Federal  Supply 
Service,  Washington,  D.C.  20406 

Notification  procedure:  Information  may  be  obtained  from  the  of¬ 
ficial  cited  above. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  official  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  following  Notice  GSA/FSS  IS. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  period  of  employment,  and  position 
held  to  assist  the  office  in  locating  the  record.  For  personal  visits. 


the  individual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  drivers  license  or  employee  identification.  Only  general 
inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  tne  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Data  provided  by  individuals. 

GSA/FSS  10 

System  name:  Personal  Property  Disposal  Work  Measurement 
System  -  GSA/FSS 

System  location:  All  or  portions  of  the  systems  of  records 
described  in  this  notice  are  located  at:  Office  of  Personal  Property 
Disposal,  Federal  Supply  Services,  Crystal  Square  Building  5, 
Arlington,  Virginia  (M^:  Washington,  D.C.  20406),  and  at  Personal 
Property  Division  Regional  Office  locations  at  the  addresses  listed 
in  the  appendix  following  Notice  GSA/FSS  1 5. 

Categories  of  individuab  covered  by  the  system:  Personal  Property 
Division  Regional  employees  of  UtUitzation  Branch,  Sales  Branch 
and  Property  Rehabilitation  Branch. 

Categories  of  records  in  the  system:  Breakdown  of  individual’s 
daily  time  spent  on  assigned  work  tasks,  leave,  training  and  other 
functions.  The  records  are  primarily  used  by  officers  and  em¬ 
ployees  of  the  agency  who  have  a  need  for  the  record  in  the  per¬ 
formance  of  their  duties  to  evaluate  overall  productivity  to  deter¬ 
mine  the  most  efficient  allocation  of  man-  power  requirements  and 
financial  resources. 

Authority  for  maintenance  of  the  system:  Title  40  U.S.C.  Section 
483 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  5  U.S.C.  S52a(aK7)  and  provided  for  in  5 
U.S.C.  5S2a(bX3),  are  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  forms. 

Retrievability:  Individual’s  name. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(8)  and  address:  The  official  responsible  for  the 
system  of  records  is  the  Assistant  Commissioner,  Office  of  Per¬ 
sonal  Property  Disposal  (FW),  Federal  Supply  Service,  Washing¬ 
ton,  D.C.  20406. 

Notification  procedure:  Information  may  be  obtained  from  the  Re¬ 
gional  Directors  of  the  applicable  activity  shown  in  the  location 
portion  of  this  notice  in  which  the  individual  is  or  was  employed.  If 
not  known,  general  inquiries  should  be  made  to  the  Office  of  Per¬ 
sonal  Property  Disposal,  Crystal  Square  Building  5,  Washington, 
D.C.  20406,  or  the  Office  of  the  Executive  Director,  F^eral 
Supply  Service,  Crystal  Mall  Building  4,  Washington,  D.C.  20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  following  Notice  GSA/FSS  1 5. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  period  of  employment  and  position 
held  to  assist  the  office  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  drivers  license  or  employee  identification.  Only  general 
inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  IOS-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Individual  daily  man-hour  reports. 

GSA/FSS  11 

System  name:  Work  Record  Systems  -  GSA/FSS 

System  location:  Evaluation  Branch,  Office  of  Supply  Distribu¬ 
tion,  Crystal  Mall  Building  4,  Arlington,  Virginia  (M^:  Washing¬ 
ton,  D.C.  20406),  Retail  Services  Division,  Fuels  Branch,  7th  &  D 
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Streets,  SW,  Washington,  D.C.  20407.  and  Division  Offices  of 
Procurement,  Crystal  Mall  Building  4.  Arlington,  Virginia  (Mail; 
Washington,  D.C.  20406). 

Categories  of  ladivhlnals  covered  by  the  system:  Federal  Supply 
Service  employees  performing  duties  at  the  activities  listed  in  the 
location  portion  of  tnis  notice. 

Categories  of  records  la  the  system:  Employee  numbers  for  publi¬ 
cation  and  report  preparation,  record  of  attendance  and  per¬ 
formance,  wo^  assignments,  production  procurement  plan  and 
status,  and  register  of  incoming  workload. 

Aathortty  (or  maiatenancc  of  the  system:  Federal  Prcmrty  and 
Administrative  Services  Act  of  1949,  as  amended,  (63  Stat.  377); 
Title  3  U.S.C.  generally. 

RoatiBC  uses  of  records  maintained  in  the  system,  inclndiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  S  U.S.C.  SS2a(a)  (7)  and  provided  for  in  S 
U.S.C.  SS2a(b)  (3),  are  described  in  the  Append  following  the 
GSA  notices. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaintaig, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  forms. 

Retrievabiiity:  Individual’s  name. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintamed  in  areas  accessible  only  to  authorized  personnel  of  FSS. 

Rctcntioa  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managcifs)  and  addrem:  The  official  responsible  for  the 
system  of  records  is  the  Executive  Director,  Federal  Supply  Ser¬ 
vice,  Crystal  Mall  Building  4,  Washington,  D.C.  20406. 

Notification  procedure:  Information  may  be  obtained  from  the 
Branch  Chief  or  Director  of  the  applicable  activity  shown  in  the  lo¬ 
cation  portion  of  this  notice  in  wt^h  the  individual  is  or  was  em¬ 
ployed.  If  not  known,  general  inquiries  should  be  made  to  the  of¬ 
fice  of  the  Executive  Director,  Federal  Supply  Service.  Crystal 
Mall  Building  4,  Washington,  D.C.  20406.  _ 

Record  aceem  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  following  Notice  GSA/FSS  IS. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  period  of  employment  and  position 
held  to  assist  the  office  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  drivers  license  or  employee  identification.  Only  general 
inquiries  may  be  made  by  telephone. 

Contestiag  record  procedures:  GSA  rules  for  access  to  system  of  _ 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  lOS-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Information  for  the  system  of  records 
described  in  this  notice  is  obtained  from  agency  work  reports,  in¬ 
coming  offers  from  business  firms,  incoming  requisitions  from 
other  agencies,  the  individual's  supervisor  and  Ae  individual. 

GSA/FSS  12 

System  name:  Accountability  and  Property  Inventory  Systems  - 
GSA/FSS 

System  location:  Regional  Commissioner’s  offices;  Regional  of¬ 
fices  of  the  Property  Management  Division,  Motor  Equipment  Ser¬ 
vices  Division,  Ret^  Services  Division,  Business  Service  Centers 
and  Procurement  Divisions;  and  Property  Management  Depots  at 
the  addresses  listed  in  the  Appendix  following  Notice  GSA/FSS  IS. 
In  addition,  portions  of  the  systems  of  records  are  maintained  at 
retail  stores  and  motor  pools  in  the  regions.  Addresses  of  these  lo¬ 
cations  can  be  obtained  from  the  applicable  Regional  Director. 

Categories  of  iadividnals  covered  by  the  system:  Property  Manage¬ 
ment  Division  inspectors  and  depot  personnel,  store  managers, 
motor  pool  personnel.  Office  of  Business  Affairs  and  Information 
Center  employees  and  contracting  officers. 

Categories  of  records  In  the  system:  Custody  of  wax  seals,  record 
of  keys  issued,  accountability  of  Government  property  and  sup¬ 
plies,  bonding  of  collection  officers,  contracting  officer  designa¬ 
tions  and  discrepancy  reports.  (The  records  are  primarily  used  by 
officers  and  employees  of  the  agency  who  have  a  need  for  the 
record  in  the  periormance  of  their  duties.) 


Authority  (or  mainteuanre  of  the  qrstem:  Title  40  U.S.C.  Section 
483;  Title  S  U.S.C.  generaUy;  Title  31  U.S.C.,  generaOy. 

RoatiBC  BSCS  of  records  malntahird  ia  the  mrstem,  iBcladiag  catego¬ 
ries  of  oaers  and  the  porBooes  of  soch  uses:  The  routine  uses  of  these 
records,'  as  defined  m  $  U.S.C.  SS2a(a)  (7)  and  provided  for  in  S 
U.S.C.  SS2a(b)  (3),  are  described  in  the  Appendix  following  the 
GSA  notices. 

Polidcs  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  dispoaing  of  records  in  the  system: 

Storage:  Paper  forms 

Retrievabiiity:  Individual’s  name 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managers)  and  addrem:  The  official  responsible  for  the 
system  of  records  is  the  Executive  Director,  Federal  Supply  Ser¬ 
vice,  Crystal  Mall  Building  4,  Washington,  D.C.  20406. 

Notificalioa  procedare:_Infomiation  may  be  obtained  from  the  Re¬ 
gional  Director  of  the  applicable  activity  shown  in  the  location  por¬ 
tion  of  this  notice  in  whi^  the  individual  is  or  was  employed  with. 
If  not  known,  general  inquiries  should  be  nuuie  to  the  Office  of  the 
Executive  Director,  Federal  Supply  Service,  Crystal  Mall  Building 
4,  Washington,  D.C.  20406. 

Record  aeecm  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  t^  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  following  Notice  GSA/FSS  IS. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  period  of  employment  and  position 
held  to  assist  the  office  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  drivers  license  or  employee  identification.  Only  general 
inquiries  may  be  made  by  telephone. 

CoBtesting  record  procednres:  GSA  rales  for  access  to  system  of 
records,  contesting  tte  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promidgated  in  41  CFR  IOS-64, 
published  in  the  Federal  Register. 

Record  soorce  categories:  Individual  prepared  forms,  agency  su¬ 
pervisors  and  personnel  action  forms. 

GSA/FSS-14 

System  aamr~  Key  Personnel  Directory  and  Key  Contact  Card  - 
GSA/FSS 

Svstem  locatioa:  Administrative  Services  Staff,  Crystal  Mall 
Building  4,  Arlington,  Virginia  (Mail;  Washington,  DC  20406). 

Categories  of  individBals  covered  by  the  system:  Central  Office 
and  Regional  Office  FSS  employees,  branch  chief  and  above. 

Categories  of  records  in  the  system:  Contains  the  name,  position, 
office  telephone,  home  address  and  home  telephone  number  of  the 
individual.  The  purpose  of  this  system  is  to  provide  contact  points 
for  day-to-day  operatioiu  and  emergencies. 

Author^  (or  Bmiotenance  of  the  system:  The  Federal  Property 
and  Administrative  Services  Act  of  1949,  63  Stat/  377,  as  amended. 

Routiac  uses  of  records  maiataiaed  ia  the  system,  iacluding  catego¬ 
ries  of  users  and  the  parpoaes  of  sach  uses:  The  routine  uses  of  these 
records,  as  defined  in  S  USC  SS2a(a)  (7)  and  provided  for  in  S  USC 
SS2a(b)  (3),  are  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practices  (or  storing,  rctrieviBg,  accessiag,  letaiaing, 
and  disposiBg  of  records  ia  the  system: 

Storage:  Paper,  cards,  and  Vydek  work  processing  tape. 

RetiicvabilRy:  Indexed  by  name. 

Safegoards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 

RetentioB  aad  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  maaageris)  aad  addrem:  The  official  responsible  for  the 
system  of  records  is  the  Director,  Administrative  Services  Staff, 
Office  of  the  Executive  Director,  Federal  Supply  Service,  Crystal 
Mall  Building  4,  Washington,  DC  20406. 

Notfficathm  procedure:  Information  may  be  obtained  from  the  of¬ 
ficial  listed  above. 
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Record  accces  proccdurce:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contesting  records  from 
the  official  cited  above. 

Contceting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting^  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  CFR  lOS-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Information  provided  by  individual. 

GSA/FSS-15 

System  name:  Foreign  Gift  Records  -  GSA/FSS 

System  location:  General  Services  Administration,  7th  and  D  Sts., 
S.W.,  Washington,  D.C.  20407,  and  Office  of  Perwnal  Property 
Disposal,  Federal  Supply  Service,  Crystal  Square  BLdg.  S,  Room 
900,  Washington,  D.C.  20406. 

Categories  of  individuals  covered  by  the  system:  Individuals 
receiving  gifts/decorations  from  foreign  govenunents. 

Categories  of  records  in  the  system:  Description  of 
gifts/decorations  received  from  foreign  governments;  donors.  The 
information  contained  in  these  records  is  used  as  an  accounting  of 
those  U.S.  Government  officials  receiving  gifts/decorations  from 
foreign  govern-  ments  on  a  need-to-know  basis  to  personnel  of  the 
GSA  as  may  be  required  in  the  performance  of  their  official  duties. 

Authority  for  maintenance  of  the  system:  22  U.S.C.  2621-2625  and 
Federal  Property  and  Administrative  Services  Act  of  1949,  as 
amended,  40  U.S.C.  471.  * 

Routine  uses  of  records  maintained  in  the  system,  includ^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  the 
system  is  provided  to  the  executive  Office  of  the  President,  State 
Elepartment,  Congress,  media  organizations,  and  general  public. 
The  information  may  also  be  released  to  other  government  agencies 
who  have  statutory  or  other  lawful  authority  to  maintain  such  infor¬ 
mation.  Other  routine  uses  are  contained  in  the  appendix  following 
the  GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Hard  copy,  microfilm,  computer. 

Rctrlcvability:  By  individual  name,  report  number,  item  number, 
nomemclature. 

Safeguards:  Access  to  records  and  files  in  the  program  is  limited 
and  controlled  by  the  Commissioner,  FSS.  Buildings  employ  securi¬ 
ty  guards  and  records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  of  FSS.  Computer  data  is  coded  to  protect  the 
privacy  of  individuals. 

Retention  and  disposal:  These  records  are  retained  permanently. 
They  are  retired  in  accordance  with  HB,  GSA  Records  Main¬ 
tenance  and  Disposition  System  (OAD  P  1820.2). 

System  mana|cr(s)  and  addrem:  Director,  Utilization  and  Dona¬ 
tion  Division,  Office  of  Personal  Property  Disposal  (FWU),  FSS, 
Bldg.  3,  Room  900,  Washington,  D.C.  20406.' 

Notification  procedure:  Individuals  who  have  reason  to  believe 
that  GSA  might  have  records  pertaining  to  then  should  write  to  the 
Commissioner,  Federal  Supply  Service,  Crystal  MaU,  Bldg.  4, 
Room  1121,  Washington,  D.C.  20406.  The  in^vidual  must  specify 
that  he  wishes  the  foreign  gifts  records  to  be  checked.  At  a 
minimum,  the  individual  must  include:  name;  date  and  place  of 
birth;  current  mailing  address  and  zip  code;  signature  of  requestor; 
a  brief  descirption  of  the  circumstance,  including  aimroximate  dates 
which  gives  the  individual  cause  to  telieve  that  GSA/FSS  might 
have  records  pertaining  to  him  or  her. 

Record  access  procedures:  Individuals  who  wish  to  gain  access  to 
or  amend  records  pertaining  to  them  should  write  the  Commis¬ 
sioner,  Federal  Supply  Service,  Crystal  Mall,  Bldg.  4,  Room  1121, 
Washington,  D.C.  20^. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  C^  105-64, 
published  in  the  Federal  Register. 

Record  source  cat^ories:  Information  contained  in  the  system  is 
obtained  from  officials  preparing  records  on  individuals  to  whom 
the  records  pertain. 


John  W.  McCormack  Post 
Office  and  Courthouse 
Post  Office  Square 
Boston,  Massachusetts  02109 

Region  2 
26  Federal  Plaza 
New  York,  New  York  10007 

Region  3 

7th  and  D  Streets,  SW, 

Washington,  D.C.  20407 

Region  4 

1776  Peachtree  Street,  NW. 

Atlanta,  Georgia  30309 

Region  5 

230  South  Dearborn  Street 
Chicago,  Illinois  60604  ^ 

Region  6  ' 

1 500  E.  Bannister  Road 
Kansas  City,  Missouri  64131 

Region  7 
819  Taylor  Street 
Fort  Worth,  Texas  76102 

Region  8 

Building  41  •  Denver  Federal  Center 
Denver,  Colorado  80225 

Region  9 

525  Market  Street 

San  Francisco,  California  94105 

Region  10 

GSA  Center  *  ' 

Auburn,  Washington  96002 

GSA/FSS  STOCKPILE  DEPOT  ADDRESSES 

GSA-FSS  Baton  Rouge  Depot 
2695  N.  Sherwood  Forest  Drive 
Baton  Rouge,  LA  70814 

GSA-FSS 

Federal  Service  Center  (C/D) 

4747  Eastern  Avenue 
Buildinn  1 
BeU,  CA  90201 

GSA-FSS  Bethlehem  Depot 
Bethlehem,  PA  18015 

GSA-FSS  Belle  Mead  Depot 
Belle  Mead,  NJ  08502 

GSA-FSS  Binghamton  Depot 
Binghamton,  NY  13901 

GSA-FSS  Casad  Depot 
New  Haven,  IN  46774 

GSA-FSS  Depot 
The  Federal  Depot 
Clearfield,  UT  84016 

GSA-FSS  Curtis  Bay  Depot 
Baltimore,  MD  21226 

GSA-FSS  Dayton  Depot 
2400  West  Dorothy  Lane 
Dayton,  OH  45439 


APPENDIX  -  GSA/FSS  ADDRESSES  OF  LOCATIONS  GSA-FSS  Erie  Depot 

P.O.  Box  344 

REGIONAL  OFFICES  Port  Clinton,  OH  43432 


Region  1 


GSA-FSS  Fort  Worth  Depot 
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819  Taylor  Street 
Fort  Worth,  TX  76102 

GSA-FSS  Gadsden  Depot 
P.O.  Box  918 
Hammond,  IN  46325 

GSA-FSS  Marion  Depot 
P.O.  Box  348 
Marion.  OH  43302 

GSA-FSS  Building  7050 
P.O.  Box  6 

Mira  Loma,  CA  91752 

GSA-FSS  New  Bedford  Depot 
King  Street  &  Nash  Road 
New  Bedford,  MA  02745 

GSA-FSS  Pt.  Pleasant  Depot 
2601  Madison  Avenue 
Point  Pleasant,  WVA  25550 

GSA-FSS  Scotia  Depot 
Scotia.  NY  12302 

GSA-FSS  Sharonville  Depot 
P.O.  Box  41131 
Cincinnati.  OH  45241 

GSA-FSS  Somerville  Depot 
State  Highway  No.  206 
Somerville,  NJ  08876 

General  Services  Administration 
GSA-FSS  Depot 
Rough  &  Ready  Island 
Building  606 
Stockton,  CA  95203 

GSA-FSS  Topeka  Depot 
Building  301 
Topeka,  KS  66601 

GSA-FSS  Warren  Depot 
Warren,  OH  44482 

GSA-FSS  Buffalo  Depot 

All  mail  goes  to  Binghamton  Depot 

GSA-FSS  Jeffersonville,  IN 
All  mail  goes  to  Sharonville  Depot 

GSA-FSS  Marietta,  PA 
All  mail  goes  to  Region  3 

GSA-FSS  Terre  Haute  Depot 
All  mail  goes  to  Sharonville  Depot 

GSA-FSS  Voorheesville,  NY 
All  mail  goes  to  Scotia  Depot 

GSA  SUPPLY  DISTRIBUTION  FACILITIES 

GSA  Supply  Distribution  Facility 
295  Lindoln  Street 
Hingham,  MA  02043 

GSA  Supply  Distribution  Facility 
Belle  Mead,  NJ  08502 

GSA  Supply  Distribution  Facility 

Military  Ocean  Terminal  Bayonne,  NJ  07002 

GSA  Supply  Distribution  Facility 
Building  246  Raritan  Depot 
Edison,  NJ  08817 

"  GSA  Supply  Distribution  Facility 
Springfield.  VA  22150 


GSA  Supply  Distribution  Facility 
Federal  Supply  Service 
2800  Eastern  Boulevard 
Middle  River.  MD  21220 

GSA  Supply  Distribution  Facility 
Hampton  Roads  Army  Terminal 
7737  Hampton  Boulevard 
Norfolk,  VA  23505 

GSA  Supply  Distribution  Facility 
Garden  City  Terminal 
Savannah  State  Docks  and  Warehouses 
Garden  City,  GA  31408 

GSA  Supply  Distribution  Facility 
7400  S.  Pulaski  Road 
Chicago,  IL  60629 

GSA  Supply  Distribution  Facility 
Building  31 
Shelby.  OH  44875 

GSA  Supply  Distribution  Facility 
1500  E.  Bannister  Road 
Kansas  City.  MO  64131 

GSA  Supply  Distribution  Facility 
Warehouse  3,  Federal  Center 
Fort  Worth.  TX  76115 

GSA  Supply  Distribution  Facility 
500  Edwards  Avenue 
Harahan,  LA 

GSA  Supply  Distribution  Facility 
Building  810,  Denver  Federal  Center 
Denver,  Colorado  80225 

GSA  Supply  Distribution  Facility 
1600  12th  Street,  NW. 

Albuquerque,  NM 

GSA  Supply  Distribution  Facility 
Building  C6,  Annex  3,  Federal  Depot 
Clearfield,  UT  ^16 

San  Juan  P.R. 

Building  T3069,  Hickam  AFB 
Honolulu,  HI  96824 

GSA  Supply  Distribution  Facility 
Building  512  Rough  and  Ready  Island 
Stockton.  CA  95203 

GSA  Supply  Distribution  Facility 
Auburn,  WA  98002 

APPENDIX 

The  following  Routine  Use  statements  will  apply  to  General  Ser¬ 
vices  Administration  notices  where  indicated. 

Routine  Use  -  Law  Enforcement 

In  the  event  that  a  system  of  records  maintained  by  this  agency 
to  carry  out  its  functions  indicates  a  violation  or  potential  violation 
of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  program  statute,  or  by  regu¬ 
lation,  rule  or  order  issued  pursuant  thereto,  the  relevant  records  in 
the  system  of  records  may  be  referred,  as  a  routine  use,  to  the  ap¬ 
propriate  agency,  whether  Federal,  state,  local,  or  foreign,  charged 
with  the  responsibility  of  investigating  or  pro-  secuting  such  viola¬ 
tion  or  charged  with  enforcing  or  implementing  the  statute,  or  role, 
regulation  or  order  issued  pursuant  thereto. 

Routine  Use  -  Disclosure  When  Requesting  Information 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
‘routine  use*  to  a  Federal,  state,  or  local  agency  maintaining  civil, 
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criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  informationi  such  as  current  licenses,  if  necessary,  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
lettiiu  of  a  contract,  or  the  issuance  of  a  license,  grant,  or  other 
benent. 

'  Routine  Use  •  Disclosure  of  Requested  Infomution 

A  record  from  this  system  of  records  may  be  disclosed  to  a 
Federal  agency,  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  Uie  iirfomiation 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  on  the 
matter. 

Routine  Use  -  Grievance,  Complaint,  Appeal 

A  record  from  this  system  of  records  may  be  disclosed  to  an 
authorized  appeal  or  grievance  examiner,  formal  complaints  ex¬ 
aminer,  equal  employment  opportunity  investigator,  aroitrator  or 
other  duly  authorized  official  engaged  in  investigation  or  settlement 
of  a  grievance,  conmlaint,  or  appeal  filed  by  an  emidoyee.  A  record 
from  this  system  of  records  may  be  discloMd  to  the  United  States 
Civil  Service  Commission  in  accordance  with  that  agency’s  respon¬ 
sibility  for  evaluation  of  Federal  personnel  management. 


To  the  extent  that  official  personnel  records  in  the  custody  of 
GSA  are  covered  within  systems  of  records  published  by  the  Civil 
Service  Commission  as  government  wide  records,  those  records 
will  considered  as  a  part  of  that  government  wide  system.  Other 
official  personnel  records  covered  by  notices  published  by  GSA 
and  considered  to  be  separate  systems  of  records  may  be  trans¬ 
ferred  to  the  Civil  Service  Conunission  in  accordance  with  official 
personnel  programs  and  activities  as  a  routine  use. 

Routine  Use  •  Congressional  Inquiries 

A  record  from  this  system  of  records  may  be  disclosed  as  a  rou¬ 
tine  use  to  a  Member  of  Congress  or  to  a  Congressional  staff 
member  in  response  to  an  inquiry  of  the  Congressio^  office  made 
at  the  request  of  the  individual  about  whom  the  record  is  main¬ 
tained. 

Routine  Use  -  Private  Relief  Legislation 

The  information  contained  in  the  following  systems  of  records  - 
GSA/OAD  1  through  33;  GSA/ADTS  3,  S,  6,  and  7;  GSA/PBS  1 
ai^  2;  GSA/FMPO  1;  GSA/FSS-8;  and  GSA/FPA  1  throu^  12  - 
will  be  disclosed  to  the  Office  of  Management  and  Budget  in  con¬ 
nection  with  the  review  of  private  relief  legislation  as  set  forth  in 
OMB  Circular  No.  A-19  at  any  sti^  of  the  lemslative  coordination 
and  clearance  process  as  set  forth  in  that  circuuu’. 
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wouUyou 
Hke  to  know 

if  any  changes  have  been  made  in 
certain  titles  of  the  CODE  OF 
FEDERAL  REGULATIONS  without 
reading  the  Federal  Register  every 
day?  If  so,  you  may  wish  to  subscribe 
to  the  “Cumulative  List  of  CFR 
Sections  Affected,"  the  "Federal 
Register  Index,"  or  both. 


Cumulative  List  of  CFR  Sections  Affected 

$10.00 


The  "Cumulative  List  of  CFR  Sections 
Affected"  is  designed  to  lead  users  of 
the  Code  of  Federal  Regulations  to 
k  amendatory  actions  published  in  the 
^  Federal  Relgister,  and  is  issued 
L  monthly  in  cumulative  form.  Entries 
^  indicate  the  nature  of  the  changes. 


Federal  Register  Index 


$8.00 

per  year 


f 


Indexes  covering  the 
contents  of  the  daily  Federal  Register  are 
issued  monthly,  quarterly,  and  annually. 

Entries  are  carried  primarily  under  the 
names  of  the  issuing  agencies.  Significant 
subjects  are  carried  as  cross-references. 


A  finding  aid  is  included  in  each  publication  which  lists 
Federal  Register  page  numbers  with  the  date  of  publication 

in  the  Federal  Register. 

Note  to  FR  Subscribers:  FR  Indexes  and  the 
"Cumulative  List  of  CFR  Sections  Affected”  will  continue 
to  be  mailed  free  of  charge  to  regular  FR  subscribers. 
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Mail  order  form  to: 

Superintendent  of  Documents,  U.S.  Government  Printing  Office,  Washington.  D.C.  20402 


There  is  enclosed 


.  subscription(s)  to  the  publications  checked  below: 


. . CUMULATIVE  UST  OF  CFR  SECTIONS  AFFECTED  ($10.00  a  year  domesttc;  $12.50  foreign) 

.  FEDERAL  REGISTER  INDEX  ($8XX>  a  year  domestic;  $10.00  foreign) 


C  street  Address . 


Make  check  payable  to  the  Superintendent  of  Documents 


it  6PO:  iw-o-se-ooo 
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